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Q1. What is the primary focus of scientific 
management according to Frederick W. Taylor? 


A) Maximizing employee satisfaction 

B) Reducing production costs and increasing 
productivity 

C) Developing new managerial theories 

D) Implementing advanced technology 


Answer: B) Reducing production costs and 
increasing productivity 


Explanation: Scientific management, as 
advocated by Frederick W. Taylor, focuses on 
increasing efficiency in production to lower costs 
and raise profits while also aiming to enable higher 
pay for workers through enhanced productivity. 


Q2. Which of the following is NOT a 
characteristic of modern management? 


A) Application of scientific methods and analysis 
B) Focus on the economic effectiveness of all 
management functions 

C) Exclusive emphasis on the human elements in 
management 

D) Use of electronic computers for analysis and 
studies 


Answer: C) Exclusive emphasis on the human 
elements in management 


Explanation: Modern management includes a 
scientific approach involving the application of 
scientific methods, economic effectiveness, and the 
use of electronic computers. While human 
elements are considered, modern management does 
not focus exclusively on them. 


Q3. Which management theory is 
characterized by its focus on human needs, 
behaviors, and attitudes? 


A) Classical Management Theory 
B) Neoclassical Theory 

C) Modern Management Theory 
D) Scientific Management Theory 


Answer: B) Neoclassical Theory 


Explanation: Neoclassical Theory is person- 
centered and emphasizes the needs, behaviors, and 
attitudes of individuals, contrasting with Classical 


Management Theory's focus on economic 
rationality and organizational structure. 


Q4. What is the primary role of supervisory 
managers in an organization? 


A) Develop strategic plans for the organization 
B) Directly oversee the efforts of those who 
perform the work 

C) Provide overall direction and policy making 
D) Conduct research and apply scientific methods 


Answer: B) Directly oversee the efforts of those 
who perform the work 


Explanation: Supervisory managers, also known 
as first-line or operational managers, are 
responsible for directly overseeing the efforts of 
employees who perform the work, focusing on 
routine tasks and ensuring desired outputs. 


Q5. Which level of management is primarily 
responsible for developing and implementing 
strategies determined by top management? 


A) Supervisory Managers 
B) Middle Managers 

C) Top Managers 

D) Operational Managers 


Answer: B) Middle Managers 


Explanation: Middle managers are tasked with 
developing and implementing strategies based on 
the concepts determined by top management. They 
act as a bridge between supervisory and top 
management levels. 


Q6. What type of skill is described as the ability 
to use specific knowledge, methods, processes, 
practices, techniques, or tools in performing 
work? 


A) Human skill 

B) Technical skill 
C) Conceptual skill 
D) Diagnostic skill 


Answer: B) Technical skill 


Explanation: Technical skill refers to the ability to 
use specific knowledge and techniques related to a 
particular specialty in performing work, making it 
crucial at the supervisory level. 
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Q7. Which skill involves understanding, 
working with, and motivating other people? 


A) Technical skill 
B) Human skill 

C) Conceptual skill 
D) Analytical skill 


Answer: B) Human skill 


Explanation: Human skill involves the ability to 
interact effectively with others, including 
understanding, motivating, and working 
collaboratively, which is essential at all levels of 
management. 


Q8. At which management level is conceptual 
skill increasingly important? 


A) Supervisory level 
B) Middle level 

C) Top level 

D) All levels equally 


Answer: C) Top level 


Explanation: Conceptual skills = become 
increasingly important as managers move up to top 
management levels because it involves 
understanding abstract ideas and the relationship 
between parts and the whole organization. 


Q9. Which type of skill is described as the 
ability to acquire, analyze, and interpret 
information to determine the cause of changes 
in management processes? 


A) Human skill 

B) Technical skill 
C) Diagnostic skill 
D) Conceptual skill 


Answer: C) Diagnostic skill 


Explanation: Diagnostic skill is the ability to 
analyze and interpret information to identify the 
causes of changes in inputs, outputs, or processes, 
and is essential for top and middle managers. 


Q10. Which skill is described as the ability to 
determine the cause of change and provide 
corrective action or leverage the situation? 


A) Human skill 
B) Technical skill 


C) Analytical skill 
D) Conceptual skill 


Answer: C) Analytical skill 


Explanation: Analytical skill complements 
diagnostic skill and involves determining the 
causes of changes and implementing corrective 
actions or taking advantage of the situation. 


Q11. What is the primary purpose of planning 
in management? 


A) To execute managerial functions 

B) To establish goals, objectives, and targets 
C) To evaluate employee performance 

D) To develop marketing strategies 


Answer: B) To establish goals, objectives, and 
targets 


Explanation: The primary purpose of planning is 
to determine what should be accomplished and 
how to achieve it by establishing goals, objectives, 
and targets. 


Q12. Which characteristic of planning signifies 
that it is the initial function before other 
managerial functions? 


A) Planning is pervasive 
B) Planning is contributory 
C) Planning is primary 

D) Planning is evaluative 


Answer: C) Planning is primary 


Explanation: Planning is considered the "first" 
function as it logically precedes the execution of all 
other managerial functions, making it a primary 
activity in management. 


Q13. What type of planning involves assessing 
strengths, weaknesses, opportunities, and 
threats? 


A) Strategic planning 
B) Tactical planning 

C) Operational planning 
D) SWOT analysis 


Answer: D) SWOT analysis 


Explanation: SWOT analysis involves assessing 
strengths, weaknesses, opportunities, and threats, 
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which is a critical initial step in the planning 
process. 


Q14. In the planning process, what is the 
purpose of the step involving premising? 


A) To evaluate alternative courses of action 
B) To establish clear objectives 

C) To note and update planning assumptions 
D) To formulate derivative plans 


Answer: C) To note and update planning 
assumptions 


Explanation: Premising involves taking note of 
planning assumptions and ensuring they are 
accurate and up-to-date, which is crucial for the 
success of a plan. 


Q15. What is the final step in the process of 
developing a plan? 


A) Formulating smaller derivative plans 
B) Evaluating alternative courses of action 
C) Converting plans into budgetary figures 
D) Establishing specific objectives 


Answer: C) Converting plans into budgetary 
figures 


Explanation: The final step in developing a plan 
is to numberize the plan and its derivative plans 
by converting them into budgetary figures, 
allowing for implementation and control. 


Q16. What is the main purpose of organising in 
management? 


A) To develop marketing strategies 

B) To establish formal relationships among people 
and resources 

C) To conduct performance appraisals 

D) To execute financial plans 


Answer: B) To establish formal relationships 
among people and resources 


Explanation: Organising involves creating formal 
relationships among people and resources to 
effectively accomplish organisational goals. 


Q17. Which of the following is NOT a step 
involved in the organising process? 


A) Analysing activities into homogeneous types 
B) Sorting and grouping activities into a logical 
structure 

C) Delegating financial budgets 

D) Providing means for coordinating efforts 


Answer: C) Delegating financial budgets 


Explanation: The organising process includes 
analysing and grouping activities, assigning them, 
and coordinating efforts, but does not specifically 
involve delegating financial budgets. 


Q18. How does the term "organisation" refer 
to the result of the organising process? 


A) By grouping similar duties into departments 
B) By conducting market research 

C) By evaluating employee performance 

D) By setting financial goals 


Answer: A) By grouping similar duties into 
departments 


Explanation: Organisation refers to the result of 
assembling resources, grouping work, defining 
responsibilities, and establishing relationships, 
which culminates in the creation of departments or 
units. 


Q19. What does an organisational structure 
typically reflect? 


A) Financial performance metrics 

B) Horizontal and vertical positions, and 
distribution of work 

C) Market share and competition 

D) Employee satisfaction and morale 


Answer: B) Horizontal and vertical positions, 
and distribution of work 


Explanation: Organisational structures _ reflect 
horizontal and vertical positions, indicating how 
work, authority, and responsibilities are distributed. 


Q20. Which principle of organising ensures 
that authority is delegated as far down the 
organisation as possible? 


A) Responsibility and authority should be equal 
B) Key activities should be clearly defined 

C) The number of persons reporting to each 
manager should be reasonable 
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D) Authority should be delegated as far down in 
the organisation as possible 


Answer: D) Authority should be delegated as 
far down in the organisation as possible 


Explanation: This principle ensures that decision- 
making authority is given to lower levels of the 
organisation, enhancing operational efficiency and 
responsiveness. 


Q21. What is the main focus of the staffing 
function in an organization? 


A) Creating organizational structures 

B) Providing the right type of persons to man 
different positions 

C) Setting organizational goals and objectives 
D) Developing marketing strategies 


Answer: B) Providing the right type of persons 
to man different positions 


Explanation: Staffing focuses on ensuring that the 
organization has qualified individuals available at 
all levels to meet its objectives, which is crucial for 
effective functioning. 


Q22. Which of the following is NOT a 
component of the staffing function? 


A) Human resource planning 
B) Training and development 
C) Financial forecasting 

D) Performance appraisal 


Answer: C) Financial forecasting 


Explanation: Staffing includes human resource 
planning, recruitment, training, rewards, and 
performance appraisal, but financial forecasting is 
not a component of the staffing function. 


Q23. What does job analysis involve in the 
context of staffing? 


A) Designing organizational structures 

B) Determining the qualifications needed for a 
position 

C) Assessing employee performance 

D) Developing marketing plans 


Answer: B) Determining the qualifications 
needed for a position 


Explanation: Job analysis involves determining 
the qualifications and requirements needed for a 
position, which helps in creating job descriptions 
and specifications. 


Q24. Why is personnel management considered 
important in modern management studies? 


A) It focuses on financial planning and budgeting 
B) It addresses staff composition, recruitment, and 
development 

C) It sets organizational goals and strategies 

D) It handles customer relationship management 


Answer: B) It addresses staff composition, 
recruitment, and development 


Explanation: Personnel management is crucial as 
it deals with staff composition, recruitment 
methods, work distribution, training, salary, career 
development, and other related aspects. 


Q25. How is staffing in libraries evolving with 
increasing complexities? 


A) By reducing the number of staff 

B) By recruiting different categories of specialists 
C) By focusing solely on administrative functions 
D) By limiting career development opportunities 


Answer: B) By recruiting different categories 
of specialists 


Explanation: As libraries become more complex, 
staffing patterns are changing with the recruitment 
of various specialists to operate at different levels, 
addressing the evolving needs of library services. 


Q26. What is the primary focus of the directing 
function in management? 


A) Financial planning 

B) Leading and motivating employees to achieve 
objectives 

C) Designing organizational structures 

D) Conducting market research 


Answer: B) Leading and motivating employees 
to achieve objectives 


Explanation: Directing focuses on leading and 
motivating employees to contribute effectively 
towards achieving organizational objectives. 
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Q27. How does directing relate to staffing in an 
organization? 


A) Directing is concerned with financial 
resources, while staffing deals with human 
resources 

B) Directing deals with leading and motivating 
human resources, while staffing is concerned with 
providing and maintaining them 

C) Directing focuses on technology management, 
while staffing focuses on recruitment 

D) Directing involves setting organizational goals, 
while staffing involves strategic planning 


Answer: B) Directing deals with leading and 
motivating human resources, while staffing is 
concerned with providing and maintaining 
them 


Explanation: Directing involves leading and 
motivating employees, while staffing is concerned 
with recruiting and maintaining human resources. 


Q28. What role does communication play in the 
directing function? 


A) It is only used for financial reporting 

B) It involves written and oral methods to guide 
and motivate employees 

C) It focuses solely on legal documentation 

D) It is unrelated to the directing function 


Answer: B) It involves written and oral 
methods to guide and motivate employees 


Explanation: Effective directing relies on both 
written and oral communication methods to guide 
and motivate employees, ensuring they understand 
their roles and responsibilities. 


Q29. Which principle of directing ensures that 
subordinates' personal goals align with 
organizational objectives? 


A) Principle of Unity of Command 
B) Principle of Harmony of Objectives 
C) Principle of Directing Objective 
D) Principle of Reporting Relationship 


Answer: B) Principle of Harmony of Objectives 


Explanation: The Principle of Harmony of 
Objectives states that employees' personal goals 


should be aligned with organizational objectives to 
enhance their contribution. 


Q30. What is the significance of the Principle of 
Unity of Command in directing? 


A) It emphasizes multiple superiors for complex 
tasks 

B) It ensures that an individual has a clear 
reporting relationship to a single superior 

C) It focuses on decentralizing decision-making 
D) It promotes flexible reporting relationships 


Answer: B) It ensures that an individual has a 
clear reporting relationship to a single superior 


Explanation: The Principle of Unity of Command 
ensures that each employee reports to only one 
superior, reducing conflicts in instructions and 
increasing personal responsibility for results. 


Q31. What does controlling in management 
primarily involve? 


A) Designing organizational structures 

B) Comparing actual performance with standards 
and taking corrective action 

C) Recruiting and training employees 

D) Setting organizational goals and strategies 


Answer: B) Comparing actual performance 
with standards and taking corrective action 


Explanation: Controlling involves comparing 
actual performance with standards and making 
necessary corrections to ensure performance meets 
established standards. 


Q32. Which of the following is NOT a basic 
step in the control process? 


A) Establishment of standards 

B) Measurement of performance 

C) Development of marketing strategies 
D) Correction of deviations 


Answer: C) Development of marketing 
strategies 


Explanation: The basic steps in the control process 
are establishing standards, measuring performance, 
and correcting deviations. Developing marketing 
strategies is not part of the control process. 
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Q33. Which of the following is a traditional 
control measure? 


A) Return on Investment (ROT) 

B) Milestone budgeting 

C) Program Evaluation and Review Techniques 
(PERT/CPM) 

D) Statistical data 


Answer: D) Statistical data 


Explanation: Traditional control measures include 
budgets, statistical data, special reports, and 
breakeven point analysis. Techniques like 
PERT/CPM and ROI are more modern methods. 


Q34. What is a characteristic of a good control 
system? 


A) It should be rigid and inflexible 

B) It should provide timely feedback and lead to 
corrective actions 

C) It should focus only on financial variables 
D) It should be exclusively backward-looking 


Answer: B) It should provide timely feedback 
and lead to corrective actions 


Explanation: A good control system should be 
forward-looking, objective, flexible, and provide 
timely feedback that leads to corrective actions. 


Q35. How do libraries typically address the 
challenge of devising effective control 
instruments? 


A) By using complex financial analysis 

B) By relying on objectives, budgets, and internal 
audits 

C) By focusing exclusively on technology 

D) By avoiding control measures altogether 


Answer: B) By relying on objectives, budgets, 
and internal audits 


Explanation: Due to their service-oriented and 
not-for-profit nature, libraries use objectives, 
budgets, and internal audits to address control 
challenges, as precise standards for measuring 
performance may be difficult to establish. 


Q36. What does the coordinating function in 
management primarily involve? 


A) Setting organizational goals 

B) Linking several activities to achieve a 
functional whole 

C) Developing new products 

D) Budgeting and financial planning 


Answer: B) Linking several activities to achieve 
a functional whole 


Explanation: Coordinating involves linking 
various activities to ensure that interdependent 
functions work together towards achieving overall 
organizational goals. 


Q37. Which managerial function is concerned 
with transferring information, ideas, and 
understanding between people? 


A) Reporting 

B) Budgeting 

C) Communicating 
D) Innovating 


Answer: C) Communicating 


Explanation: Communicating is the process of 
transferring information, ideas, and understanding 
between individuals, which is crucial for effective 
management and decision-making. 


Q38. What is the primary purpose of reporting 
in management? 


A) To develop new products 

B) To keep authorities and the public informed 
about performance and achievements 

C) To allocate financial resources 

D) To coordinate activities between departments 


Answer: B) To keep authorities and the public 
informed about performance and achievements 


Explanation: Reporting keeps stakeholders 
informed about the performance, achievements, 
and shortfalls of the organization, which helps in 
self-assessment and maintaining public relations. 


Q39. Which function involves creating new 
ideas for products or finding new uses for 
existing ones? 


A) Budgeting 
B) Reporting 
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C) Innovating 
D) Coordinating 


Answer: C) Innovating 


Explanation: Innovating involves creating new 
ideas, which can lead to the development of new 
products or finding new uses for existing ones, 
essential for organizational growth and 
improvement. 


Q40. What does representing involve in a 
managerial context? 


A) Developing financial plans 

B) Managing internal communications 

C) Representing the organization before outside 
groups 

D) Coordinating between different departments 


Answer: C) Representing the organization 
before outside groups 


Explanation: Representing involves spending 
time interacting with various outside groups such 
as government officials, labor unions, and financial 
institutions on behalf of the organization. 


Q41. According to Taylor’s principles, what 
should be replaced with science? 


A) Authority 

B) Discipline 

C) Rules of thumb 
D) Remuneration 


Answer: C) Rules of thumb 


Explanation: Taylor advocated replacing 
traditional "rules of thumb" with organized 
scientific knowledge to improve management 
practices. 


Q42. Which of the following is NOT one of 
Fayol’s principles? 


A) Unity of direction 

B) Remuneration of personnel 
C) Scalar chain 

D) Harmony of group action 


Answer: D) Harmony of group action 


Explanation: Harmony of group action is a 
principle of Taylor, not Fayol. Fayol’s principles 


include Unity of direction, Remuneration of 
personnel, and Scalar chain. 


Q43. What does the principle of ‘Unity of 
Command’ emphasize according to Fayol? 


A) An employee should receive orders from 
multiple superiors 

B) An employee should receive orders from only 
one superior 

C) All employees should be involved in decision 
making 

D) Employees should work in isolation 


Answer: B) An employee should receive orders 
from only one superior 


Explanation: Fayol’s principle of Unity of 
Command asserts that an employee should receive 
orders from only one superior to avoid confusion 
and conflict. 


Q44. Fayol’s principle of ‘Subordination of 
Individual Interest to General Interest’ states 
that: 


A) Individual interests should always take 
precedence 

B) The interest of one person or group should not 
prevail over that of the organization 

C) Managers should focus solely on personal 
goals 

D) Personal interests should be ignored in favor of 
individual preferences 


Answer: B) The interest of one person or group 
should not prevail over that of the organization 


Explanation: This principle emphasizes that the 
interests of individual employees or groups should 
not overshadow the interests and goals of the 
organization as a whole. 


Q45. According to Fayol, what does the 
principle of ‘Order’ advocate? 


A) Centralization of authority 

B) Equity among employees 

C) A place for everything and everyone in its 
place 

D) Freedom to propose ideas 


Answer: C) A place for everything and 
everyone in its place 
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Explanation: The principle of Order advocates 
for having a designated place for everything and 
everyone to avoid loss and waste. 


Fayol’s 14 principles of management: 


Principle 


Description 


Division of Work 


Specialisation increases 
efficiency, output, and 
accuracy, leading to more 
work produced with the 
same effort. 


Authority 


The right to give orders 
and the power to enforce 
obedience; authority is 
linked to both the person 
and position. 


Discipline 


Composed of obedience, 
application, energy, and 
respect between employers 
and employees; essential 
for prosperity. 


Unity of 
Command 


Employees should receive 
orders from only one 
superior to avoid 
confusion and conflicting 
instructions. 


Unity of 
Direction 


A group of activities 
should have one head and 
one plan to ensure 
coherence and 
coordination towards the 
same objective. 


Subordination of 
Individual 
Interest to 
General Interest 


The interests of 
individuals should not 
outweigh the interests of 
the organization. 


Remuneration of 
Personnel 


Compensation should be 
fair and satisfactory to 
both employees and 
employers, considering 
factors like cost of living 
and business conditions. 


Centralisation 


The balance between 
centralisation and 


decentralisation is key; 
centralisation reduces 
subordinate roles, while 
decentralisation increases 
their importance. 


The chain of command 
from highest to lowest; 
communication should 
follow this chain, with 
exceptions approved by 
superiors. 


Scalar Chain 


Order Every person and item 
should have a designated 
place to avoid loss and 
waste, ensuring 


organizational efficiency. 


Equity Kindliness and justice 
should be practiced by 
authority figures to 
maximize the contribution 


of subordinates. 


Stability of 
Tenure of 
Personnel 


Reducing turnover leads to 
greater efficiency and 
lower expenses. 


Initiative Allowing employees 
freedom to propose and 
implement ideas enhances 


management effectiveness. 


Esprit De Corps | Promoting unity and 
harmony among 
employees strengthens the 
organization; managers 
should foster a 


harmonious environment. 


Source: IGNOU BLIS books 


Q46. According to Barnard, what primarily 
induces individuals to cooperate? 


A) Psychological and social limitations 
B) Economic incentives 

C) Physical and biological limitations 
D) Organizational policies 


Answer: C) Physical and biological limitations 
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Explanation: Barnard argued that physical and 
biological limitations of individuals lead them to 
cooperate and work in groups. Psychological and 
social factors also play a role once cooperation 
begins. 


Q47. What are the two types of organizations 
according to Barnard? 


A) Formal and informal 

B) Primary and secondary 

C) Centralized and decentralized 
D) Operational and strategic 


Answer: A) Formal and informal 


Explanation: Barnard divided organizations into 
formal organizations, which involve consciously 
coordinated social interactions with a deliberate 
purpose, and informal organizations, which 
involve social interactions without a common or 
consciously coordinated purpose. 


Q48. Which element is NOT required for the 
existence of a formal organization according to 
Barnard? 


A) Effective communication among members 
B) Willingness to contribute to group action 
C) A system of hierarchical authority 

D) A consciously common purpose 


Answer: C) A system of hierarchical authority 


Explanation: Barnard noted that a _ formal 
organization requires effective communication, 
willingness to contribute to group action, and a 
consciously common purpose. While authority is 
important, it is not explicitly listed as a required 
element for the formal organization. 


Q49. What does Barnard consider crucial for 
effective executive functions? 


A) Technical skills 

B) Financial acumen 

C) Responsible leadership 
D) Strict adherence to rules 


Answer: C) Responsible leadership 


Explanation: Barnard emphasized that effective 
executives require high-order responsible 
leadership. Leadership is crucial for integrating 


the whole organization and balancing conflicting 
forces and events. 


Q50. What does Barnard’s thesis emphasize in 
terms of managerial functions? 


A) Innovation and marketing 

B) Financial management and budgeting 
C) Decision making and leadership 

D) Operational efficiency and productivity 


Answer: C) Decision making and leadership 


Explanation: Barnard’s thesis is focused on 
decision making and leadership, emphasizing the 
role of executives in integrating the organization 
and balancing conflicting forces. 
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Q1. How does Joseph M Juran define quality? 


A) Consistency in production 
B) Fitness for use or purpose 
C) Low cost and high output 
D) Meeting market demands 


Answer: B) Fitness for use or purpose 


Explanation: Joseph M Juran defines quality as 
"fitness for use or purpose," emphasizing that 
quality relates to how well a product or service 
meets its intended purpose. 


Q2. What does ISO 9000:2000 state about 
quality? 


A) It is the degree to which inherent 
characteristics fulfill requirements 

B) It is the cost-efficiency of production 
C) It is the aesthetic appeal of a product 
D) It is the market demand fulfillment 


Answer: A) It is the degree to which inherent 
characteristics fulfill requirements 


Explanation: [ISO 9000:2000 defines quality as 
"the degree to which a _ set of inherent 
characteristics fulfills requirements," focusing on 
how well characteristics meet set standards. 


Q3. According to Bill Conway, what is the 
essence of quality? 


A) High cost and high performance 

B) Development, manufacture, administration, 
and distribution of low-cost products 

C) Achieving uniformity and dependability 

D) Meeting the regulatory standards 


Answer: B) Development, manufacture, 
administration, and distribution of low-cost 
products 


Explanation: Bill Conway defines quality as the 
"development, manufacture, administration and 
distribution of consistently low-cost products and 
services that customers need and want." 


Q4. W. Edwards Deming describes quality as: 


A) A measure of market demand 
B) A predictable degree of uniformity and 
dependability at low cost 


C) The highest level of product innovation 
D) Compliance with legal requirements 


Answer: B) A predictable degree of uniformity 
and dependability at low cost 


Explanation: W. Edwards Deming defines quality 
as "a predictable degree of uniformity and 
dependability at low cost and suited to market," 
focusing on consistency and cost-effectiveness. 


Q5. How does Sarkar define the quality of a 
product or service? 


A) Based on its manufacturing cost 

B) By its ability to meet customers' requirements 
C) According to its market share 

D) By the speed of production 


Answer: B) By its ability to meet customers' 
requirements 


Explanation: According to Sarkar, "quality of a 
product or service is the ability of the product or 
service to meet the customers’ requirements," 
emphasizing customer satisfaction as the key 
aspect of quality. 


More info:Definitions of quality from different 
experts: 


Expert Definition of Quality 

Joseph M_ | "Quality is fitness for use or 

Juran purpose." 

ISO "Quality is the degree to which a 

9000:2000 | set of inherent characteristics 
fulfills requirements." 

Bill "Development, manufacture, 

Conway administration and distribution of 


consistently low-cost products 
and services that customers need 


and want." 
W. "A predictable degree of 
Edwards uniformity and dependability at 
Deming low cost and suited to market." 
Sarkar "Quality of a product or service 


is the ability of the product or 
service to meet the customers’ 
requirements." 
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Source: IGNOU BLIS Books 


Q6. What is the primary focus of Total Quality 
Management (TQM)? 


A) Cost reduction 

B) Employee efficiency 
C) Customer satisfaction 
D) Market expansion 


Answer: C) Customer satisfaction 


Explanation: TQM prioritizes customer 
satisfaction as the foremost goal, emphasizing that 
the success of the organization depends on meeting 
and exceeding customer needs. 


Q7. According to TQM, what does the term 
"Total" signify? 


A) The importance of cost control 

B) Everyone in the organization is responsible for 
quality 

C) The focus on technological advancement 

D) The implementation of advanced software 


Answer: B) Everyone in the organization is 
responsible for quality 


Explanation: In TQM, "Total" means that 
everyone in the organization, regardless of their 
position or functions, is responsible for ensuring 
quality. 


Q8. How is "Quality" defined in the context of 
TQM? 


A) Achieving the lowest production cost 

B) Meeting customer needs at the lowest cost, first 
time and every time 

C) Maximizing production efficiency 

D) Expanding market reach 


Answer: B) Meeting customer needs at the 
lowest cost, first time and every time 


Explanation: In TQM, "Quality" means producing 
and serving products or services that meet 
customer needs efficiently and effectively every 
time. 


Q9. What does "Management" entail in TQM? 


A) Financial planning and cost management 
B) Continuous improvement through 
communication and control 

C) Strategic market positioning 

D) Staff recruitment and retention 


Answer: B) Continuous improvement through 
communication and control 


Explanation: In TQM, "Management" involves 
ongoing improvement through _ effective 
communication and control mechanisms, with a 
commitment from top management and optimal 
resource utilization. 


Q10. What are the core principles of TQM? 


A) Cost control, process standardization, and 
employee training 

B) Customer focus, process improvement, and 
total involvement 

C) Financial growth, market expansion, and 
technological advancement 

D) Product diversification, cost efficiency, and 
managerial effectiveness 


Answer: B) Customer focus, process 
improvement, and total involvement 


Explanation: The core principles of TQM are 
customer focus, process improvement, and total 
involvement, which collectively contribute to 
achieving excellence in management. 


Q11. What are the six elements of TQM? 


A) Leadership, Innovation, Planning, 
Measurement, Evaluation, Recognition 

B) Leadership, Education and Training, 
Communication, Supportive structure, 
Measurement, Reward and Recognition 

C) Financial Planning, Process Management, 
Technology Use, Market Analysis, Team Building, 
Risk Management 

D) Strategy Development, Cost Control, Customer 
Feedback, Product Testing, Market Research, 
Staff Development 


Answer: B) Leadership, Education and 
Training, Communication, Supportive 
structure, Measurement, Reward and 
Recognition 
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Explanation: The six elements of TQM include 
Leadership, Education and Training, 
Communication, Supportive structure, 
Measurement, and Reward and Recognition, which 
are crucial for implementing TQM effectively. 


Q12. What is the heart of TQM? 


A) Continuous and relentless cost reduction 
B) Customer focus 

C) Continuous improvement 

D) Total participation 


Answer: C) Continuous improvement 


Explanation: Continuous improvement is the 
central concept of TQM, linking product quality 
with customer satisfaction and driving the 
enhancement of all processes. 


Q13. What does TQM emphasize instead of 
detection? 


A) Quality control 

B) Prevention 

C) Cost management 

D) Product diversification 


Answer: B) Prevention 


Explanation: TQM emphasizes the theory of 
prevention rather than detection to avoid errors and 
improve quality. 


Q14. Which of the following is a principal 
objective of TQM? 


A) High turnover rates 

B) Continuous and relentless cost reduction and 
quality improvement 

C) Minimal employee participation 

D) Short-term gains 


Answer: B) Continuous and relentless cost 
reduction and quality improvement 


Explanation: One of the principal objectives of 
TQM is to continuously and relentlessly reduce 
costs and improve quality. 


Q15. What results from good quality according 
to TQM principles? 


A) Increased turnover 
B) Increased sales, profit, and reduced customer 


complaints 
C) Reduced market share 
D) Higher operational costs 


Answer: B) Increased sales, profit, and reduced 
customer complaints 


Explanation: Good quality leads to increased 
sales, higher profit, minimal losses, error 
reduction, and fewer customer complaints. 


Q16. How does managing a service 
organization, such as a library, differ from a 
manufacturing concern in TQM? 


A) Service organizations do not meet customers 
face to face 

B) Managing service organizations is less 
complex 

C) Service organizations involve face-to-face 
interaction between producers and consumers 
D) Manufacturing concerns are more focused on 
quality control 


Answer: C) Service organizations involve face- 
to-face interaction between producers and 
consumers 


Explanation: In service organizations, like 
libraries, producers and consumers meet face-to- 
face, making management more complex 
compared to manufacturing concerns. 


Q17. Which of the following is NOT one of 
Deming’s 14 points for managing quality 
improvement? 


A) Create constancy of purpose for improving 
products and services 

B) Cease dependence on inspection to achieve 
quality 

C) Eliminate numerical quotas for the workforce 
D) Increase numerical goals for management 


Answer: D) Increase numerical goals for 
management 


Explanation: Deming's points include eliminating 
numerical quotas for the workforce but do not 
advocate increasing numerical goals for 
management. 


Q18. What are the three main components of 
TQM? 
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A) Planning, Execution, and Evaluation 

B) Strategy, Implementation, and Assessment 
C) Planning, Review, and Performance tracking 
D) Coordination, Training, and Reporting 


Answer: C) Planning, Review, and 
Performance tracking 


Explanation: The three main components of TQM 
are Planning, Review, and Performance tracking, 
which guide the continuous improvement process. 


More info: W. Edwards Deming's 14 points for 
managing the improvement of quality, productivity, 
and competitive position: 


Point | Description 


1 Create constancy of purpose for 
improving products and services. 


2 Adopt the new philosophy. 


3 Cease dependence on inspection to 
achieve quality. 


4 End the practice of awarding business 
on price alone; instead, minimize total 
cost by working with a single supplier. 


5 Improve constantly and forever every 
process for planning, production, and 
service. 


Institute training on the job. 


Adopt and institute leadership. 


Drive out fear. 


eo; CS) NT DW 


Break down barriers between staff 
areas. 


10 Eliminate slogans, exhortations, and 
targets for the workforce. 


11 Eliminate numerical quotas for the 
workforce and numerical goals for 
management. 

12 Remove barriers that rob people of 


pride in their work and eliminate the 
annual rating or merit system. 


13 Institute a vigorous program of 
education and self-improvement for 
everyone. 


14 Put everybody in the company to work 
to accomplish the transformation. 


Source: IGNOU BLIS book 


Q19. Which TQM guru is known for the concept 
of "Statistical Process Control (SPC)" and 
"PDCA (Plan, Do, Check, Act)"? 


A) Joseph M. Juran 

B) W. Edwards Deming 

C) Walter A. Shewhart 

D) Armand V. Feigenbaum 


Answer: B) W. Edwards Deming 


Explanation: W. Edwards Deming is known for 
his 14 Points, Statistical Process Control (SPC), 
and the PDCA cycle. 


Q20. Who introduced the concept of Quality 
Control Circles (QCCs) and the seven tools for 
quality control? 


A) Kaoru Ishikawa 
B) Philip B. Crosby 
C) Shigeo Shingo 
D) Taguchi G. 


Answer: A) Kaoru Ishikawa 


Explanation: Kaoru Ishikawa introduced Quality 
Control Circles (QCCs) and the seven tools for 
quality control, including histograms, check sheets, 
Pareto diagrams, control charts, scatter diagrams, 
flow charts, and the Cause & Effect Diagram. 


Q21. Which TQM guru developed the "Juran’s 
Trilogy" comprising Quality Planning, Quality 
Control, and Quality Improvement? 


A) W. Edwards Deming 
B) Joseph M. Juran 

C) Armand V. Feigenbaum 
D) Taguchi G. 


Answer: B) Joseph M. Juran 
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Explanation: Joseph M. Juran is known for his 
Trilogy, which includes Quality Planning, Quality 
Control, and Quality Improvement. 


Q22. Who is associated with the development 
of "Total Quality Control (TQC)" and the 
concept of customer requirements in TQM? 


A) Kaoru Ishikawa 

B) Armand V. Feigenbaum 
C) Walter A. Shewhart 

D) Philip B. Crosby 


Answer: B) Armand V. Feigenbaum 


Explanation: Armand V. Feigenbaum is known for 
his work on Total Quality Control (TQC) and 
focusing on customer requirements. 


Q23. Which guru is known for the concept of 
"Zero Defect"? 


A) W. Edwards Deming 
B) Philip B. Crosby 

C) Shigeo Shingo 

D) Taguchi G. 


Answer: C) Shigeo Shingo 


Explanation: Shigeo Shingo is associated with the 
concept of Zero Defect. 


Q24. Who is known for the development of 
"Loss Function," "Orthogonal Arrays," and 
"Robustness"? 


A) Kaoru Ishikawa 

B) Taguchi G. 

C) Walter A. Shewhart 
D) Philip B. Crosby 


Answer: B) Taguchi G. 


Explanation: Taguchi G. is known for his work on 
the Loss Function, Orthogonal Arrays, and 
robustness in quality management. 


Q25. Which TQM guru is credited with the 
development of the PDSA cycle and the concept 
of Total Quality Control (TQC)? 


A) Joseph M. Juran 

B) Armand V. Feigenbaum 
C) Walter A. Shewhart 

D) Shigeo Shingo 


Answer: C) Walter A. Shewhart 


Explanation: Walter A. Shewhart developed the 
PDSA cycle (Plan, Do, Study, Act) and the concept 
of Total Quality Control (TQC). 


More info: Main gurus of Total Quality 
Management (TOM) and their contributions: 


Guru Key Contributions 


Walter A. 
Shewhart 


TQC (Total Quality Control) & 
PDSA (Plan, Do, Study, Act) 


W. Edwards | 14 Points, SPC (Statistical 


Deming Process Control) & PDCA 
(Plan, Do, Check, Act) 
Joseph M. Juran’s Trilogy (Quality 


Juran Planning, Quality Control, 
Quality Improvement) 


Armand V. Customer Requirement, CWQC 
Feigenbaum | (Company-Wide Quality 
Control), Employee 
Involvement, TQC (Total 
Quality Control) 


Kaoru Introduced Quality Control 
Ishikawa Circles (QCCs) and seven tools 
for quality control: Histograms, 
Check Sheets, Pareto Diagrams, 
Control Charts, Scatter 
Diagrams, Flow Charts, Cause 
& Effect Diagram 
(Fishbone/Ishikawa Diagram) 


Philip B. 
Crosby 


Four Absolutes of Quality: 
Quality Requirements, 
Prevention of Non- 
Conformance, Zero Defects, 
Measurement of Non- 
Conformance, and 14 Steps to 
Implement Quality Programs 


Shigeo Zero Defects 
Shingo 


TaguchiG. | Loss Function, Orthogonal 
Arrays and Linear Graphs, 


Robustness 
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Q26. Where was the concept of Quality Circles 
first developed? 


A) United States 
B) Germany 

C) Japan 

D) India 


Answer: C) Japan 


Explanation: The concept of Quality Circles was 
first developed in Japan during the 1960s. 


Q27. What is the primary purpose of a Quality 
Circle in an organization? 


A) To increase sales 

B) To develop new products 

C) To solve problems through staff participation 
D) To manage financial records 


Answer: C) To solve problems through staff 
participation 


Explanation: A Quality Circle is a small group of 
people that meets regularly to solve problems, 
promoting staff participation and team spirit. 


Q28. Which of the following is NOT a benefit of 
Quality Circles? 


A) Improved communication 

B) Increased job involvement 

C) Enhanced leadership qualities 
D) Improved financial performance 


Answer: D) Improved financial performance 


Explanation: Quality Circles primarily improve 
communication, job involvement, and leadership 
qualities, but they do not directly improve financial 
performance. 


Q29. Which of the following ISO series is NOT 
included in the ISO 9000 series? 


A) ISO 9001 
B) ISO 9002 
C) ISO 9003 
D) ISO 9005 


Answer: D) ISO 9005 


Explanation: The ISO 9000 series includes ISO 
9000, 9001, 9002, 9003, and 9004. ISO 9005 is 
not part of this series. 


Q30. What does the ISO 9000 series provide for 
organizations? 


A) Specific goals and objectives 

B) A framework, methods, and structure for 
quality systems 

C) Financial guidelines 

D) Marketing strategies 


Answer: B) A framework, methods, and 
structure for quality systems 


Explanation: The ISO 9000 series provides a 
framework, methods, and structure for 
organizations to adopt quality systems, but it does 
not set specific goals and objectives. 


Q31. What is emphasized as essential for the 
successful implementation of Total Quality 
Management (TQM)? 


A) Financial investment 

B) Marketing strategies 

C) Commitment and personal involvement of top 
managers 

D) External audits 


Answer: C) Commitment and personal 
involvement of top managers 


Explanation: Successful implementation of TQM 
requires the commitment and personal involvement 
of top managers. 


Q32. What is the focus of TQM? 


A) Reducing costs 

B) Improving product features 

C) Meeting customer requirements through 
continuous improvement 

D) Expanding market share 


Answer: C) Meeting customer requirements 
through continuous improvement 


Explanation: TQM focuses on meeting customer 
requirements through continuous improvement and 
giving customer satisfaction the highest priority. 


Q33. What is an important aspect of TQM 
implementation within an organization? 


= 


SAKET SHARMA 
BLIE 226 BLOCK 1 UNIT 2 TQM 


A) External monitoring 
B) Internal monitoring 
C) Sales performance 
D) Product development 


Answer: B) Internal monitoring 


Explanation: Internal monitoring is crucial for the 
effective implementation of TQM to ensure 
continuous improvement and adherence to quality 
standards. 


Q34. What is the primary goal of applying 
Total Quality Management (TQM) in libraries? 


A) Reducing operational costs 

B) Increasing the number of library resources 
C) Providing quality services to users 

D) Expanding the library’s physical space 


Answer: C) Providing quality services to users 


Explanation: The primary goal of applying TQM 
in libraries is to provide quality services to users by 
designing processes, policies, and jobs to meet user 
needs effectively. 


Q35. What is the first question librarians 
should ask when designing an appropriate 
service according to TQM principles? 


A) How do libraries know about their 
performance? 

B) What needs to be changed or continued 
according to performance? 

C) Who are the customers? 

D) How do libraries communicate with the users? 


Answer: C) Who are the customers? 


Explanation: The first step in designing an 
appropriate service 1s to identify who the customers 
are, as this helps in understanding their needs and 
expectations. 


Q36. Which of the following is NOT a criterion 
for judging quality in libraries? 


A) Collection 

B) Infrastructure 

C) Marketing strategies 

D) Skills and behaviour of staff 


Answer: C) Marketing strategies 


Explanation: Quality in libraries is judged based 
on factors such as collection, infrastructure, and 
staff skills, not marketing strategies. 


Q37. What aspect of library services does TQM 
focus on? 


A) Expanding the library’s collection 

B) Meeting user demands and eliminating 
inefficiencies 

C) Increasing library staff numbers 

D) Enhancing library physical appearance 


Answer: B) Meeting user demands and 
eliminating inefficiencies 


Explanation: TQM focuses on linking services 
and products with user demands, eliminating 
inefficiencies, and assuring quality service. 


Q38. What does a user-based approach in 
TQM imply? 


A) Quality is determined by library staff 
preferences 

B) Quality is determined by the cost of services 
C) Quality is in the eyes of the beholder (user) 
D) Quality is determined by library resources 


Answer: C) Quality is in the eyes of the 
beholder (user) 


Explanation: The user-based approach in TQM 
implies that quality is judged by the user, making 
them the ultimate judge of the library’s service 
quality. 


Q39. Which of the following is NOT typically 
assessed under TQM in libraries? 


A) Accuracy of services 

B) Adequacy of need-based services 

C) Cost of service 

D) Marketing and promotional activities 


Answer: D) Marketing and promotional 
activities 


Explanation: TQM in libraries typically assesses 
aspects like accuracy, adequacy, and timeliness of 
services, rather than marketing and promotional 
activities. 


Q40. Why is it challenging to apply TQM in 
libraries? 
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A) Lack of available resources 

B) Wide range of user needs and increasing 
demands 

C) Insufficient staff training 

D) Limited funding 


Answer: B) Wide range of user needs and 
increasing demands 


Explanation: Applying TQM in libraries is 
challenging due to the wide range of user needs and 
ever-increasing demands. 


Q41. According to TQM principles, what is 
essential for providing desired products and 
services to library users? 


A) Rapid response to customer requirements 
B) Expanding the library’s physical space 
C) Increasing the number of library staff 

D) Reducing the library’s operational costs 


Answer: A) Rapid response to customer 
requirements 


Explanation: Rapidly responding to customer 
requirements is crucial in TQM for providing 
users with the desired products and services in a 
timely manner. 


Q42. Which of the following is NOT a 
suggested way to enhance library services using 
TQM principles? 


A) Create service brochures and information kits 
B) Offer electronic document delivery 

C) Change hours of operation 

D) Increase the number of library branches 


Answer: D) Increase the number of library 
branches 


Explanation: Increasing the number of library 
branches is not specifically suggested by TQM 
principles for enhancing library services. Other 
suggestions include creating brochures, offering 
electronic document delivery, and changing hours 
of operation. 


Q43. What dimension of service quality in 
libraries involves the physical evidence of 
various services and tools? 


A) Competence 

B) Tangibles 

C) Courtesy 

D) Responsiveness 


Answer: B) Tangibles 


Explanation: Tangibles refer to the physical 
evidence of services, tools, equipment, and 
information technologies provided by the library. 


Q44. Which method assesses the special skills 
and knowledge required for performing library 
services? 


A) Performance 
B) Competence 
C) Access 

D) Reliability 


Answer: B) Competence 


Explanation: Competence involves assessing the 
special skills and knowledge required for 
effectively performing library services. 


Q45. What aspect of library service quality 
involves listening carefully to users and 
informing them in an understandable 
language? 


A) Communication 
B) Courtesy 

C) Reliability 

D) Features 


Answer: A) Communication 


Explanation: Communication involves listening 
to users, educating, and informing them in a 
language they can easily understand. 


Q46. What does responsiveness in library 
service quality refer to? 


A) Providing reliable information 

B) Approachability to the library 

C) Whole-hearted endeavor to provide services 
promptly 

D) Special features of the library 


Answer: C) Whole-hearted endeavor to provide 
services promptly 
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Explanation: Responsiveness refers to the 
library's commitment to providing services as soon 
as possible. 


Q47. What does credibility in library service 
quality mean? 


A) The library’s physical appearance 

B) The library’s reputation for reliability 

C) The belief that staff has the user’s best interest 
at heart 

D) The ease of accessing library materials 


Answer: C) The belief that staff has the user’s 
best interest at heart 


Explanation: Credibility refers to the 
trustworthiness and the belief that the staff has the 
user’s best interest in mind. 


Q48. Which dimension of quality involves 
ensuring library staff are polite, respectful, and 
have a tidy appearance? 


A) Courtesy 

B) Performance 
C) Access 

D) Features 


Answer: A) Courtesy 


Explanation: Courtesy involves the staff’s 
politeness, respectfulness, and tidy appearance in 
their interactions with users. 


Q49. What dimension of service quality 
assesses the approachability and easy access to 
library documents? 


A) Access 

B) Reliability 
C) Tangibles 
D) Features 


Answer: A) Access 


Explanation: Access refers to the approachability 
of the library and the ease with which users can 
access documents. 


Q50. What is one of the methods used to 
measure library service quality, focusing on the 
specific needs of users? 


A) Features 

B) Performance 

C) Communication 
D) Tangibles 


Answer: B) Performance 


Explanation: Performance assesses how well the 
library’s services meet the specific needs of users. 


More info: Methods, tools, and techniques used to 
measure the dimensions of quality of library 
services: 


Dimension Description 


Performance Evaluation of library 
services based on user needs 
and Total Quality 


Management standards. 


Features Special attributes or features 
of the library that appeal to 


users. 


Access Ease of approachability to 
the library and accessibility 
of documents. 


Competence Possession of special skills 
and knowledge required for 
providing effective library 


services. 


Responsiveness | The promptness and effort 
to provide services as 
quickly as possible. 


Courtesy The respect, politeness, and 
professional appearance of 


library staff. 


Communication | Effective listening to users 
and providing information 
in a language they 
understand. 


Reliability Consistent provision of 
accurate and reliable 
information, reducing user 


doubt and confusion. 
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Credibility Trustworthiness and the 
belief that the staff has the 
user’s best interests at heart. 

Tangibles Physical evidence of 


services, tools, equipment, 
and the use of up-to-date 
information technologies. 


Q51. What is a common problem in libraries 
that can hinder the effective implementation of 
TQM? 


A) Lack of user feedback 

B) Insufficient infrastructure 
C) Inadequate staff training 
D) Poor user education 


Answer: B) Insufficient infrastructure 


Explanation: Lack of proper infrastructure is a 
common problem in libraries that can hinder 
effective TQM _ implementation. Adequate 
infrastructure is essential for providing quality 
services. 


Q52. Why is user education important in the 
implementation of TQM in libraries? 


A) To reduce staff workload 

B) To improve library collection 

C) To help users understand how to use library 
services effectively 

D) To increase library funding 


Answer: C) To help users understand how to 
use library services effectively 


Explanation: User education is crucial in TQM 
implementation as it helps users understand how to 
utilize the library’s services, thereby maximizing 
their benefit from the services offered. 


Q53. What type of training is essential for 
library staff to ensure effective implementation 
of TQM? 


A) Only on-the-job guidance 

B) Only external workshops 

C) Both on-the-job guidance and formal training 
D) Only online training modules 


Answer: C) Both on-the-job guidance and 
formal training 


Explanation: Library staff need both on-the-job 
guidance and formal training to effectively handle 
changing environments and serve users as required. 


Q54. What role does the attitude of library 
staff play in implementing TQM? 


A) It is secondary to the quality of products and 
services 

B) It is crucial for providing total quality service 
to customers 

C) It does not impact the implementation of TQM 
D) It only affects the staff’s job satisfaction 


Answer: B) It is crucial for providing total 
quality service to customers 


Explanation: The attitude of library staff is crucial 
in implementing TQM, as a helpful and 
constructive attitude contributes significantly to 
providing total quality service to users. 


Q55. How can libraries gather feedback from 
users to improve service quality? 


A) By conducting user satisfaction surveys 
B) By increasing library hours of operation 
C) By expanding the library collection 

D) By changing the library's physical layout 


Answer: A) By conducting user satisfaction 
surveys 


Explanation: Conducting user satisfaction surveys 
is an effective method for gathering feedback to 
improve service quality in libraries. 


Q56. What should libraries do with the data 
collected from user feedback? 


A) Archive it for future reference 

B) Use it to improve existing services and 
introduce new ones 

C) Share it with other libraries 

D) Store it without analysis 


Answer: B) Use it to improve existing services 
and introduce new ones 


Explanation: Data collected from user feedback 
should be analyzed and used to improve existing 
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services and introduce new ones according to user 
needs. 


Q57. What is an essential component of TQM 
in terms of staff development? 


A) Offering competitive salaries 

B) Providing constructive and ongoing training 
C) Implementing strict performance reviews 
D) Increasing the number of staff 


Answer: B) Providing constructive and ongoing 
training 


Explanation: Providing constructive and ongoing 
training is essential for staff development and 
effective TQM implementation. 


Q58. Why is it important for libraries to 
conduct regular user studies? 


A) To increase library budget 

B) To understand user needs and improve service 
quality 

C) To attract more users to the library 

D) To expand library services without feedback 


Answer: B) To understand user needs and 
improve service quality 


Explanation: Regular user studies are important to 
understand user needs and improve service quality 
based on the feedback received. 


Q59. What does proper analysis of user 
feedback data help libraries achieve? 


A) It helps in increasing the library’s collection 
size 

B) It provides a clear picture of service quality 
and areas for improvement 

C) It assists in setting up new libraries 

D) It ensures higher funding for the library 


Answer: B) It provides a clear picture of service 
quality and areas for improvement 


Explanation: Proper analysis of user feedback 
data helps libraries gain a clear understanding of 
service quality and identify areas for improvement. 


Q60. What should be the focus of user 
education programs in libraries? 


A) Enhancing the library's physical appearance 
B) Ensuring users are aware of processes, 
products, and services 

C) Increasing the number of library staff 

D) Expanding library operating hours 


Answer: B) Ensuring users are aware of 
processes, products, and services 


Explanation: User education programs should 
focus on making users aware of the processes, 
products, and services available to them in the 
library. 
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Q1. How is change defined in the context of 
change management? 


A) To make or become the same 
B) To make or become different 
C) To remain unchanged 

D) To ignore new developments 


Answer: B) To make or become different 


Explanation: Change is defined as making or 
becoming different, which involves dissatisfaction 
with the old and belief in the new. 


Q2. What does the process of change involve? 


A) Moving from the current state to the past state 
B) Moving from the current state to a future state 
C) Staying in the present state 

D) Ignoring the transition state 


Answer: B) Moving from the current state to a 
future state 


Explanation: The process of change involves 
moving from the current state to a future state, with 
a transition state in between that may create stress 
and anxiety. 


Q3. What is the primary focus of change 
management? 


A) Ignoring changes 

B) Making changes in an unplanned manner 

C) Making changes in a planned and systematic 
fashion 

D) Avoiding changes 


Answer: C) Making changes in a planned and 
systematic fashion 


Explanation: Change management focuses on 
making changes in a planned and _ systematic 
fashion, ensuring a controlled approach to 
managing change. 


Q4. What is the main objective of change 
management? 


A) To increase resistance to change 

B) To reduce the probability of change 
implementation failure 

C) To ignore the impact of changes 

D) To avoid implementing new changes 


Answer: B) To reduce the probability of change 
implementation failure 


Explanation: The main objective of change 
management is to reduce the probability of change 
implementation failure, manage resistance to 
change, and maximize the benefits of 
implementation. 


Q5. How can change management ensure 
efficiency in handling changes? 


A) By ignoring standard methods 

B) By using ad-hoc processes 

C) By ensuring standardized methods, processes, 
and procedures 

D) By avoiding a controlled framework 


Answer: C) By ensuring standardized methods, 
processes, and procedures 


Explanation: Change management ensures 
efficiency by using standardized methods, 
processes, and procedures that help in the efficient 
and prompt handling of changes. 


Q6. What does the problem-solving framework 
for change management involve? 


A) Moving from one problem state to another 
problem state 

B) Moving from a problem state to a solution state 
C) Ignoring the problem state 

D) Staying in the problem state 


Answer: B) Moving from a problem state to a 
solution state 


Explanation: The problem-solving framework for 
change management involves moving from a 
problem state to a solution state, focusing on 
addressing and solving the issues. 


Q7. Change management can be referred to 
from which two perspectives? 


A) Corporate and personal perspectives 

B) Organizational and individual perspectives 
C) Technical and operational perspectives 

D) Financial and strategic perspectives 


Answer: B) Organizational and individual 
perspectives 
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Explanation: Change management can be referred 
to from the perspectives of organizational change 
management and individual change management. 


Q8. What role does change management play 
in an organization? 


A) It makes change implementation harder 

B) It ensures standardized methods and processes 
C) It avoids the need for planning 

D) It reduces the need for feedback 


Answer: B) It ensures standardized methods 
and processes 


Explanation: Change management plays a crucial 
role by ensuring standardized methods and 
processes, which helps in managing change 
efficiently and maintaining balance between the 
need for change and its potential impacts. 


Q9. What is the focus of organizational change 
management? 


A) Managing change at an individual level 
B) Managing change through one-on-one 
interactions 

C) Managing change from the perspective of 
managers or top leadership 

D) Managing change without communication 


Answer: C) Managing change from the 
perspective of managers or top leadership 


Explanation: Organizational change management 
focuses on managing change from the perspective 
of managers or top leadership, involving processes, 
tools, and strategies at the organizational level. 


Q10. What is a key emphasis in organizational 
change management? 


A) Individual skills and training 

B) Communication, training, and organizational 
culture 

C) Personal feedback and one-on-one interaction 
D) Ignoring overall organizational values 


Answer: B) Communication, training, and 
organizational culture 


Explanation: Organizational change management 
places emphasis on communication, training, and 


the overall culture or value system of the 
organization. 


Q11. What does individual change 
management focus on? 


A) Broad organizational strategies 
B) One-on-one support and tools for employees 
C) High-level communication with stakeholders 
D) Collective organizational goals 


Answer: B) One-on-one support and tools for 
employees 


Explanation: Individual change management 
focuses on providing one-on-one support and tools 
to help employees understand and manage their 
individual change processes effectively. 


Q12. How is individual change management 
related to employees? 


A) It involves managing change at the 
organizational level 

B) It emphasizes top leadership strategies 

C) It involves giving emphasis to each individual 
because they bring change 

D) It ignores individual contributions to change 


Answer: C) It involves giving emphasis to each 
individual because they bring change 


Explanation: Individual change management is 
related to each employee individually, as they are 
the ones who implement and experience change. 


Q13. Why must libraries change according to 
the text? 


A) To maintain traditional operations 

B) To benefit from external trends and user 
demands 

C) To avoid adapting to new technologies 

D) To resist the evolving information landscape 


Answer: B) To benefit from external trends and 
user demands 


Explanation: Libraries must change to adapt to the 
amount, diversity, and speed of information 
available today, benefiting users and responding to 
external trends. 


Q14. What is the fifth law of library science 
mentioned in the text? 
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A) Library is a fixed entity 

B) Library is a growing organism 
C) Library is a static repository 

D) Library is a declining institution 


Answer: B) Library is a growing organism 


Explanation: The fifth law of library science, 
"Library is a growing organism," reflects the idea 
that libraries, like living organisms, are always 
evolving and growing, which implies continuous 
change. 


Q15. How has the role of libraries changed 
according to the text? 


A) From access providers to information 
storehouses 

B) From information storehouses to access 
providers 

C) From service providers to static archives 

D) From traditional to non-traditional operations 


Answer: B) From information storehouses to 
access providers 


Explanation: The role of libraries has changed 
from being traditional storehouses of information 
to providers of access to information, adapting to 
new contexts and user needs. 


Q16. How must libraries respond to their 
changing environment? 


A) Passively and without adaptation 

B) Proactively and with strategic planning 
C) By ignoring external trends 

D) By maintaining the status quo 


Answer: B) Proactively and with strategic 
planning 


Explanation: Libraries must respond proactively 
to their changing environment, using strategic 
planning to adapt and position themselves 
effectively in new contexts. 


Q17. What are external forces for change? 


A) Forces originating from inside the organization 
B) Forces that are beyond the organization's 
control and originate outside 

C) Forces that involve internal managerial 


decisions 
D) Forces related to employee behavior 


Answer: B) Forces that are beyond the 
organization's control and originate outside 


Explanation: External forces for change originate 
outside the organization and are beyond its control, 
such as demographic changes, economic factors, 
and technological advancements. 


Q18. Which of the following is an example of 
an external force for change? 


A) Employee dissatisfaction with working 
conditions 

B) Technological advancements 

C) Interpersonal conflict 

D) High levels of absenteeism 


Answer: B) Technological advancements 


Explanation: Technological advancements are an 
external force for change that affects organizations 
by requiring them to keep up with rapid 
innovations. 


Q19. What is a common internal force for 
change in an organization? 


A) Market changes 

B) Technological innovations 

C) Employee dissatisfaction and high turnover 
D) Sociopolitical pressures 


Answer: C) Employee dissatisfaction and high 
turnover 


Explanation: Internal forces for change often stem 
from issues such as employee dissatisfaction, high 
turnover, and conflicts within the organization. 


Q20. How should an organization handle high 
levels of absenteeism and turnover? 


A) Ignore the issues 

B) Consider them as signs that change is needed 
C) Increase managerial control 

D) Reduce employee participation in decision- 
making 


Answer: B) Consider them as signs that change 
is needed 
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Explanation: High levels of absenteeism and 
turnover are indicators that internal changes may 
be necessary to address underlying issues. 


Q21. What is necessary for successfully 
managing change in an organization? 


A) Ignoring both internal and external forces 

B) Involving employees and planning for change 
C) Avoiding leadership training 

D) Minimizing employee participation 


Answer: B) Involving employees and planning 
for change 


Explanation: Successful change management 
involves actively planning for change, involving 
employees, and addressing both internal and 
external forces. 


Q22. How are internal and external forces of 
change related? 


A) They are completely unrelated 

B) They are both internal factors that need to be 
managed separately 

C) They are interrelated and both must be 
considered when planning for change 

D) They are only related through managerial 
decisions 


Answer: C) They are interrelated and both 
must be considered when planning for change 


Explanation: Internal and external forces of 
change are interrelated and should both be 
considered when planning and managing 
organizational change. 


Q23. What is an important aspect of helping 
employees accept change? 


A) Keeping changes secret until the last moment 
B) Ensuring changes are well-planned and 
showing how they benefit employees 

C) Avoiding communication about the changes 
D) Limiting employee involvement in the change 
process 


Answer: B) Ensuring changes are well-planned 
and showing how they benefit employees 


Explanation: Helping employees accept change 
involves ensuring that changes are well-planned 


and clearly showing how they will benefit the 
employees. 


Q24. Why is leadership training important in 
the context of change management? 


A) To focus only on external factors 

B) To improve employee communication and 
integration of change 

C) To avoid dealing with internal conflicts 
D) To maintain the status quo 


Answer: B) To improve employee 
communication and integration of change 


Explanation: Leadership training is crucial for 
improving how employees communicate and 
integrate changes effectively within the 
organization. 


Q25. What does developmental change focus 
on? 


A) Replacing existing processes with something 
completely new 

B) Enhancing or rectifying existing aspects of an 
organization 

C) Making radical or fundamental changes 

D) Implementing changes that affect the entire 
organization 


Answer: B) Enhancing or rectifying existing 
aspects of an organization 


Explanation: Developmental change aims to 
improve or correct existing processes, methods, or 
performance standards within an organization. 


Q26. What characterizes transitional change? 


A) Improving current processes 

B) Replacing old processes with entirely new ones 
C) Making small, incremental adjustments 

D) Implementing planned changes with a set 
strategy 


Answer: B) Replacing old processes with 
entirely new ones 


Explanation: Transitional change involves 
replacing existing processes or procedures with 
new ones, and it includes a transitional phase where 
old processes are phased out. 
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Q27. Which type of change is known as radical, 
fundamental, or quantum change? 


A) Developmental change 
B) Transitional change 

C) Transformational change 
D) Incremental change 


Answer: C) Transformational change 


Explanation: Transformational change involves 
significant shifts in an organization's shape, size, 
structure, processes, culture, and strategy, often 
requiring a complete rethinking of the organization. 


Q28. How does incremental change differ from 
transformational change? 


A) It affects the entire organization 

B) It involves minor adjustments to parts of the 
organization 

C) It is a sudden and unplanned change 

D) It is always planned and deliberate 


Answer: B) It involves minor adjustments to 
parts of the organization 


Explanation: Incremental change involves small, 
gradual adjustments to specific parts or units within 
an organization, unlike transformational change, 
which impacts the organization as a whole. 


Q29. What is the primary characteristic of 
planned change? 


A) It occurs without prior warning 

B) It is a product of conscious reasoning and 
deliberate actions 

C) It is imposed by external factors 

D) It is related to minor, incremental adjustments 


Answer: B) It is a product of conscious 
reasoning and deliberate actions 


Explanation: Planned change is deliberate and 
involves careful planning and communication to 
ensure its success, typically driven by the 
recognition of the need for major changes. 


Q30. What is an example of unplanned 
change? 


A) Implementing a new process to improve 
efficiency 
B) Introducing a new strategy to address market 


competition 

C) A sudden regulatory change affecting the 
organization 

D) A planned update to the company's software 
system 


Answer: C) A sudden regulatory change 
affecting the organization 


Explanation: Unplanned change, or emergent 
change, occurs due to unexpected events or 
external factors, such as sudden regulatory 
changes, which are beyond the organization's 
control. 


Q31. What type of change involves a period 
where old processes are being phased out and 
new processes are introduced? 


A) Developmental change 
B) Transitional change 

C) Transformational change 
D) Incremental change 


Answer: B) Transitional change 


Explanation: Transitional change involves a 
period where old processes are phased out and 
replaced by new ones, requiring careful 
management of the transition. 


Q32. Which type of change involves 
adjustments that are often adaptive and less 
harmful if they fail? 


A) Developmental change 
B) Transitional change 

C) Transformational change 
D) Incremental change 


Answer: D) Incremental change 


Explanation: Incremental change involves small, 
adaptive adjustments to specific parts of the 
organization and generally causes less disruption if 
it fails compared to larger-scale changes. 


More info: Here is a table summarizing the 
different types of change and their characteristics: 


Type of Change Description 
Developmental Enhances or rectifies 
Change existing aspects of an 
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organization. Focuses on 
improving processes, 
methods, or performance 
standards. Employees are 
trained in new techniques. 


Transitional 
Change 


Replaces existing 
processes or procedures 


with completely new ones. 


Involves a transitional 
phase, which can be 
challenging to implement. 


Transformational 
Change 


Also known as radical, 
fundamental, or quantum 
change. Involves major 
alterations in shape, size, 
structure, processes, 
culture, and strategy. 
Requires a shift in 
assumptions and takes 
time. 


Incremental 
Change 


Directed at specific units 
or parts of an 
organization. Adaptive in 
nature and less disruptive 
compared to 
transformational changes. 
Failure in incremental 
change causes less harm. 


Planned Change 


Results from conscious 
reasoning and deliberate 
actions. Managers 
recognize the need for 
major change, plan 
accordingly, communicate 
the vision, and establish 
necessary support 
elements. 


Unplanned 
Change 


Occurs due to sudden or 
major surprises, often 
from external factors or 
internal features beyond 
management's control. 
Also known as emergent 
or reactive change. Can 


lead to high 
disorganization. 


Source: IGNOU BLIE Book 


Q33. What is one of the main objectives of the 
change management process? 


A) Increasing the organization’s revenue 

B) Managing and controlling changes effectively 
C) Reducing the number of employees 

D) Expanding the organization’s market share 


Answer: B) Managing and controlling changes 
effectively 


Explanation: The change management process 
aims to manage and control changes effectively, 
ensuring feasibility and proper handling of the 
change. 


Q34. Which phase of the change management 
process involves recognizing the problem and 
assessing organizational needs? 


A) Purpose for change 

B) Plan for change 

C) Assess need for change 
D) Implement the change 


Answer: C) Assess need for change 


Explanation: The "Assess need for change" phase 
focuses on recognizing problems and assessing 
organizational needs to develop a foundation for 
the change. 


Q35. During which phase are decisions made 
regarding the ideal future state and obstacles in 
the change process? 


A) Plan for change 

B) Implement the change 
C) Assess need for change 
D) Purpose for change 


Answer: D) Purpose for change 


Explanation: The "Purpose for change" phase 
involves making decisions about the ideal future 
state and identifying obstacles in the change 
process. 
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Q36. What is developed in the "Plan for 
change" phase of the change management 
process? 


A) A team to implement the change 
B) A formal plan for managing change 
C) Training programs for employees 
D) Strategies for sustaining support 


Answer: B) A formal plan for managing change 


Explanation: In the "Plan for change" phase, a 
formal plan for managing the change is prepared, 
including setting flexible priorities. 


Q37. What does the "Implement the change" 
phase involve? 


A) Developing a team for change management 

B) Making actual changes and obtaining feedback 
C) Assessing the need for change 

D) Sustaining support for changes 


Answer: B) Making actual changes and 
obtaining feedback 


Explanation: The "Implement the change" phase 
involves making the actual changes, conducting 
meetings, training, and obtaining feedback on the 
change. 


Q38. What is the focus of the "Sustaining the 
change" phase? 


A) Developing a formal change management plan 
B) Implementing the actual changes 

C) Understanding how to sustain support for the 
changes 

D) Recognizing the need for change 


Answer: C) Understanding how to sustain 
support for the changes 


Explanation: The "Sustaining the change" phase 
focuses on maintaining support for the changes and 
integrating the results. 


Q39. Why is it essential to have a disaster 
recovery plan in change management? 


A) To increase the organization’s revenue 

B) To ensure successful implementation of the 
change 

C) To reduce the cost of change 

D) To minimize employee turnover 


Answer: B) To ensure successful 
implementation of the change 


Explanation: A disaster recovery plan is essential 
to handle potential issues during the change 
management process and ensure successful 
implementation. 


Q40. Who is responsible for ensuring the 
successful implementation of the change 
management process? 


A) The HR department 
B) The top management 
C) External consultants 
D) The IT department 


Answer: B) The top management 


Explanation: The top management is responsible 
for ensuring successful change management by 
providing the necessary resources and quality 
plans. 


More info: Stages of the change management 
process: 


Step Description 

1. Assess Recognize the problem and 

Need for conduct organizational and 

Change need assessments. This 
preparatory phase develops the 
foundation for change. 

2. Purpose Decide on the ideal future state 

for Change | and identify obstacles. Form a 
team and appoint a "change 
agent" to lead the process. 
Finalize strategies. 

3. Plan for Prepare a formal plan for 

Change managing change with flexible 
priorities. 

4. Execute the planned changes 

Implement through meetings, training, etc. 

the Change | Obtain feedback on success, 
compare with others, and take 
corrective actions. 

5. Sustaining | Ensure long-term support for 

the Change | changes and integrate results. 
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This is the commitment phase 
to sustain the change. 


Q41. What is a key characteristic of the 
Directive Strategy in change management? 


A) Involves extensive negotiation and discussion 
with affected individuals 

B) Uses the authority and power of the manager to 
manage change 

C) Focuses on redefining social norms and values 
D) Emphasizes full participation and involvement 
of all individuals 


Answer: B) Uses the authority and power of 
the manager to manage change 


Explanation: The Directive Strategy relies on the 
authority of top management to impose changes 
quickly, with minimal involvement from others. 


Q42. Which strategy involves the use of an 
expert to resolve a problem and implement 
change? 


A) Negotiative Strategy 
B) Directive Strategy 

C) Expert Strategy 

D) Participative Strategy 


Answer: C) Expert Strategy 


Explanation: The Expert Strategy involves 
seeking the help of an expert to address and 
implement changes effectively. 


Q43. What is a major advantage of the 
Negotiative Strategy in change management? 


A) Quick implementation of change 

B) Full participation and support from those 
affected 

C) Immediate resolution of issues with expert help 
D) Redefining and motivating individuals through 
education 


Answer: B) Full participation and support 
from those affected 


Explanation: The Negotiative Strategy involves 
discussing changes with those affected, leading to 


their participation and support, although it may 
take longer. 


Q44. What is the main disadvantage of the 
Educative Strategy in change management? 


A) Requires extensive negotiation and bargaining 
B) Takes longer to implement due to the need for 
education and training 

C) Uses top management authority with minimal 
involvement of others 

D) Involves only one-on-one interactions with 
affected individuals 


Answer: B) Takes longer to implement due to 
the need for education and training 


Explanation: The Educative Strategy involves 
redefining norms and values through education and 
training, which can make the implementation 
process longer. 


Q45. How does the Participative Strategy differ 
from the Directive Strategy in change 
management? 


A) It uses expert advice to implement changes 

B) It focuses on participation and involvement of 
all individuals 

C) It implements changes quickly with minimal 
involvement of others 

D) It involves educating and training individuals 
on new norms 


Answer: B) It focuses on participation and 
involvement of all individuals 


Explanation: The Participative Strategy 
emphasizes the involvement of all individuals in 
the change process, unlike the Directive Strategy 
which imposes changes quickly with minimal 
participation. 


Q46. What is a major disadvantage of the 
Participative Strategy in managing change? 


A) It results in quick implementation of changes 
B) It is time-consuming and costly due to 
numerous meetings and discussions 

C) It requires minimal involvement from affected 
individuals 

D) It does not involve expert advice 
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Answer: B) It is time-consuming and costly due 
to numerous meetings and discussions 


Explanation: The Participative Strategy involves 
extensive discussions and meetings, making it 
more time-consuming and costly compared to other 
strategies. 


Q47. Which change management strategy 
involves extensive discussion and negotiation to 
agree on changes and implementation 
methods? 


A) Expert Strategy 

B) Directive Strategy 
C) Negotiative Strategy 
D) Educative Strategy 


Answer: C) Negotiative Strategy 


Explanation: The Negotiative Strategy involves 
discussions and negotiations to agree on changes, 
methods, and outcomes. 


Q48. In which strategy is the focus on 
developing positive commitment to changes 
through redefining norms and values? 


A) Directive Strategy 
B) Participative Strategy 
C) Educative Strategy 
D) Expert Strategy 


Answer: C) Educative Strategy 


Explanation: The Educative Strategy focuses on 
redefining norms and values to develop positive 
commitment to the changes being implemented. 


Q48. What is a common cause of employee 
resistance to change due to a lack of 
understanding? 


A) Fear of the unknown 

B) Lack of competency 

C) Insufficient communication about the change 
D) Genuine objections to the change 


Answer: C) Insufficient communication about 
the change 


Explanation: Lack of understanding often arises 
from insufficient communication about the change, 
making it difficult for employees to grasp the 
reasons behind it. 


Q49. Why might employees resist change due 
to fear of the unknown? 


A) They are comfortable with the status quo and 
fear adapting to new methods 

B) They lack the required competencies for the 
new processes 

C) They are overloaded with current 
responsibilities 

D) They have genuine objections to the change 


Answer: A) They are comfortable with the 
status quo and fear adapting to new methods 


Explanation: Fear of the unknown stems from 
discomfort with unfamiliar changes and the risk of 
failure associated with learning something new. 


Q50. How does a lack of competency contribute 
to resistance to change? 


A) Employees are concerned about the loss of 
their job security 

B) Employees fear they will not be able to 
perform well with the new competencies 

C) Employees feel that their current 
responsibilities are too demanding 

D) Employees believe that the change program is 
fundamentally flawed 


Answer: B) Employees fear they will not be 
able to perform well with the new competencies 


Explanation: A lack of competency can cause 
resistance as employees fear they may not meet the 
new requirements and worry about job security. 


Q51. What might cause employees to feel 
overloaded, leading to resistance to change? 


A) Insufficient communication about the change 
B) Learning new competencies 

C) Handling change while managing current 
responsibilities 

D) Genuine objections to the change 


Answer: C) Handling change while managing 
current responsibilities 


Explanation: Employees may resist change if they 
feel they cannot handle both the change and their 
existing responsibilities simultaneously. 
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Q52. Which type of resistance is characterized 
by negative perceptions and cognitive comfort? 


A) Materialistic 

B) Psychological 

C) Employees' constant capabilities 
D) Employees' concern for the firm 


Answer: B) Psychological 


Explanation: Psychological resistance includes 
negative perceptions, fear, and cognitive comfort, 
reflecting a preference for the status quo and 
discomfort with change. 


Q53. What type of resistance involves concerns 
about loss of pay or job security? 


A) Psychological 

B) Materialistic 

C) Employees' constant capabilities 
D) Employees' concern for the firm 


Answer: B) Materialistic 


Explanation: Materialistic resistance involves 
concerns about losing pay, comfort, status, or job 
security as a result of the change. 


Q54. Resistance due to employees’ skills 
becoming obsolete is an example of which 
category? 


A) Psychological 

B) Materialistic 

C) Employees' constant capabilities 
D) Employees' concern for the firm 


Answer: C) Employees' constant capabilities 


Explanation: Employees' constant capabilities 
refer to resistance arising from the fear that their 
existing skills and expertise may become outdated 
or irrelevant. 


Q55. Which category of resistance involves 
objections to the change program itself, 
believing it is not beneficial for the firm? 


A) Psychological 

B) Materialistic 

C) Employees' constant capabilities 
D) Employees' concern for the firm 


Answer: D) Employees' concern for the firm 


Explanation: This category includes resistance 
based on the belief that the change program is 
flawed or not beneficial for the organization. 


Q56. Which approach is recommended when 
resistance to change is due to a lack of 
information or inaccurate information? 


A) Facilitation and Support 

B) Education and Communication 
C) Negotiation and Agreement 

D) Explicit and Implicit Coercion 


Answer: B) Education and Communication 


Explanation: Education and communication help 
address resistance caused by a lack of accurate 
information, ensuring employees understand the 
change and reducing misinformation. 


Q57. When is the Participation and 
Involvement approach most effective? 


A) When there is a lack of information about the 
change 

B) When employees fear losing something due to 
the change 

C) When the changing authority lacks full 
information about the change 

D) When immediate implementation of change is 
required 


Answer: C) When the changing authority lacks 
full information about the change 


Explanation: Participation and involvement are 
effective when the change authority lacks complete 
information, as involving employees can provide 
valuable insights and reduce resistance. 


Q58. What is the purpose of the Facilitation 
and Support approach in change management? 


A) To offer incentives for accepting the change 
B) To educate and communicate the benefits of 
change 

C) To provide support and address adjustment 
problems 

D) To co-opt resistors into the change planning 


group 


Answer: C) To provide support and address 
adjustment problems 
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Explanation: Facilitation and support aim to help 
employees overcome fears and anxieties related to 
change by _ providing necessary — support, 
counseling, and training. 


Q59. Which method involves negotiating with 
employees to offer incentives in exchange for 
their acceptance of change? 


A) Manipulation and Co-option 
B) Education and Communication 
C) Facilitation and Support 

D) Negotiation and Agreement 


Answer: D) Negotiation and Agreement 


Explanation: Negotiation and Agreement involve 
offering incentives to employees who might resist 
change, thus encouraging acceptance. 


Q60. What is the characteristic of the 
Manipulation and Co-option approach? 


A) Providing incentives to employees 

B) Supporting employees through coaching and 
counseling 

C) Co-opting resistors into decision-making 
groups for appearance only 

D) Forcing change with clear consequences 


Answer: C) Co-opting resistors into decision- 
making groups for appearance only 


Explanation: Manipulation and Co-option involve 
involving resistors in the decision-making process 
symbolically rather than for substantive 
contributions, often to pacify dissent. 


Q61. In which situation is the Explicit and 
Implicit Coercion approach used? 


A) When employees lack understanding of the 
change 

B) When change needs to be implemented quickly 
and resistance is high 

C) When incentives are required to gain 
acceptance 

D) When there is a need for training and support 


Answer: B) When change needs to be 
implemented quickly and resistance is high 


Explanation: Explicit and Implicit Coercion is 
used when rapid implementation of change is 


necessary, and resistance is addressed by making 
clear that not accepting the change could lead to 
negative consequences. 


Q62. Which of the following is NOT one of 
Kotter's reasons for the failure of change 
processes? 


A) Failing to build a substantial coalition 

B) Allowing too much complexity 

C) Providing too many short-term wins 

D) Not anchoring changes in the corporate culture 


Answer: C) Providing too many short-term 
wins 


Explanation: Kotter identified failure to build a 
coalition, allowing complexity, and not anchoring 
changes in culture as reasons for change failure, but 
not providing too many short-term wins. 


Q63. According to Kotter, what is a critical 
factor in avoiding failure during change 
processes? 


A) Declaring victory too soon 

B) Failing to communicate the vision clearly 
C) Building a substantial coalition 

D) Allowing minimal complexity 


Answer: C) Building a substantial coalition 


Explanation: Kotter emphasizes that building a 
substantial coalition is crucial for successful 
change, while failing to do so can lead to failure in 
the change process. 


More info: Kotter and Schlesinger's six approaches 
to deal with resistance to change: 


Approach Description 


Used when resistance 
arises from lack of or 
inaccurate information. 
Educate and communicate 
with those affected to 
clarify the change and 
dispel rumors. 


Education and 
Communication 


Participation Useful when the change 
and Involvement | authority lacks full 
information. Involve 
employees in the change 
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process to reduce 
resistance and gain 
insights. 


Facilitation and 
Support 


Applied when resistance is 
due to adjustment 
problems or fear. Provide 
support through 
counseling, coaching, and 
training to help employees 
adapt. 


Negotiation and 
Agreement 


Effective when employees 
fear losing something due 
to change. Offer incentives 
and negotiate with 
employees to reduce 
resistance. 


Manipulation 
and Co-option 


Used when other methods 
fail. Involves manipulating 
or co-opting resisters by 
including them in planning 
groups with symbolic 
rather than substantive 
roles. 


Explicit and 
Implicit 
Coercion 


Employed when rapid 
implementation of change 
is essential. Change is 
imposed with clear 
consequences for 
resistance, such as job loss 
or demotion. 


Kotter's eight-phase model for avoiding mistakes 
in change management: 


Phase 


Description 


1. Establish a 


Create awareness about the 


Sense of importance of change and 

Urgency the potential impact of not 
changing. 

2. Create a Form a group of influential 

Coalition leaders and stakeholders to 


support and drive the change 
process. 


3. Develop a Create a clear and 

Clear Vision compelling vision of the 
desired change and its 
benefits. 

4. Share the Communicate the vision 

Vision effectively to all 
stakeholders to ensure 
understanding and buy-in. 

5. Empower Remove barriers and 

People to Clear | empower employees to 

Obstacles overcome challenges and 


contribute to the change 
effort. 


6. Secure Short- | Achieve and celebrate quick 
Term Wins wins to build momentum 
and demonstrate progress. 


Build on the momentum of 
early successes to drive 
further change and avoid 
complacency. 


7. Consolidate 
and Keep 
Moving 


8. Anchor the 
Change 


Integrate the change into the 
organization’s culture and 
ensure it becomes a 
permanent part of 
operations. 


Source: IGNOU BLIE book 


Q64. What is the primary challenge faced by 
librarians regarding change? 


A) Maintaining a substantial degree of instability 
B) Balancing creativity and innovation with 
stability 

C) Ignoring user needs for change 

D) Avoiding the use of technology 


Answer: B) Balancing creativity and 
innovation with stability 


Explanation: Librarians must balance the need for 
creativity, innovation, and change with maintaining 
a degree of stability in library operations. 


Q65. Why are college and university libraries 
changing faster than other types of libraries? 
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A) Lack of government policies 

B) Decrease in student-centered learning 

C) Government policies regarding higher 
education and rise of student-centered learning 
D) Increased focus on print resources 


Answer: C) Government policies regarding 
higher education and rise of student-centered 
learning 


Explanation: College and university libraries are 
changing faster due to government policies related 
to higher education and the increasing focus on 
student-centered learning. 


Q66. What are the evident changes in libraries 
related to format and access? 


A) Print to Digital, Catalogue to OPAC, Journals 
to E-Journals 

B) Digital to Print, OPAC to Catalogue, E- 
Journals to Journals 

C) Print to Microform, Catalogue to Online 
Databases, Journals to Print 

D) OPAC to Catalogue, E-Journals to Print, 
Digital to Microform 


Answer: A) Print to Digital, Catalogue to 
OPAC, Journals to E-Journals 


Explanation: Libraries are transitioning from print 
to digital formats, moving from catalogues to 
OPACs, and shifting from journals to e-journals. 


Q67. What is a key external force driving 
change in libraries? 


A) Staff attitude 

B) User complaint or demand 
C) Technological Changes 

D) Recognition of a problem 


Answer: C) Technological Changes 


Explanation: Technological changes are a major 
external force driving change in_ libraries, 
impacting how they operate and serve users. 


Q68. What internal force can lead to changes in 
libraries? 


A) Political and Social trends 
B) Economic Changes 


C) User complaint or demand 
D) Strategic Changes 


Answer: C) User complaint or demand 


Explanation: User complaints or demands are 
internal forces that can drive changes in libraries, 
prompting them to adapt their services and 
resources. 


Q69. What role do librarians play in managing 
change in libraries? 


A) To ignore user experiences and expectations 
B) To adapt to change without leading it 

C) To lead change and develop new paradigms 
D) To focus solely on traditional resources 


Answer: C) To lead change and develop new 
paradigms 


Explanation: Librarians are expected not only to 
adapt to change but also to lead it and develop new 
paradigms for better user experiences and 
expectations. 


Q70. Why might resistance to change come 
from the technical section of libraries? 


A) Due to the nature of traditional books and 
journals 

B) Because of unfamiliarity with e-resources 
C) Due to lack of user complaints 

D) Because of rigid management principles 


Answer: B) Because of unfamiliarity with e- 
resources 


Explanation: Resistance often comes from the 
technical section due to unfamiliarity with new 
technologies and e-resources, which can impact 
their work processes. 


Q71. Who is responsible for managing change 
in libraries? 


A) Only senior librarians 

B) Only library staff 

C) Only external change agents 
D) All librarians and staff 


Answer: D) All librarians and staff 
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Explanation: Managing change in libraries is a 
collective responsibility involving all librarians 
and staff, not just senior librarians. 
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Q1. What are the three main areas of 
management in a library? 


A) Institutional Management, Clients 
Management, Staff Management 

B) Financial Management, Resource 
Management, User Management 

C) Space Management, Technology Management, 
Staff Management 

D) Planning Management, Organizing 
Management, Reporting Management 


Answer: A) Institutional Management, Clients 
Management, Staff Management 


Explanation: The three main areas of management 
in a library are Institutional Management, Clients 
Management, and Staff Management. 


Q2. Which management function involves 
creating structural frameworks within a 
library? 


A) Planning 
B) Organising 
C) Staffing 
D) Reporting 


Answer: B) Organising 


Explanation: Organising involves creating 
structural frameworks and determining the 
administrative structure of the library. 


Q3. What is the primary goal of a library 
according to the document? 


A) To maximize financial resources 

B) To ensure optimal use of information resources 
C) To satisfy users/customers 

D) To maintain a large staff 


Answer: C) To satisfy users/customers 


Explanation: The main goal of a library is to 
provide customer-centered services and ensure the 
satisfaction of users/customers. 


Q4. Which type of planning involves the 
assessment of user needs and library 
collections? 


A) Financial Planning 
B) Space Planning 


C) Manpower Planning 
D) Resources Planning 


Answer: D) Resources Planning 


Explanation: Resources Planning involves 
assessing library collections and user needs. 


Q5. What is the role of the chief librarian in the 
planning process? 


A) To organize the library structure 

B) To recruit and train staff 

C) To handle budgeting 

D) To have more planning responsibilities 
compared to subordinates 


Answer: D) To have more planning 
responsibilities compared to subordinates 


Explanation: The chief librarian has more 
planning responsibilities than their immediate 
subordinates. 


Q6. What does the directing function of a 
manager include? 


A) Building structural frameworks 

B) Guiding, leading, and motivating employees 
C) Integrating various activities 

D) Preparing and presenting the library budget 


Answer: B) Guiding, leading, and motivating 
employees 


Explanation: Directing involves guiding, leading, 
and motivating employees towards achieving 
library goals. 


Q7. What is the purpose of the reporting 
function in library management? 


A) To recruit and train staff 

B) To inform authorities and the public about 
library performance 

C) To organize library resources 

D) To balance the library's financial resources 


Answer: B) To inform authorities and the public 
about library performance 


Explanation: Reporting is used to inform 
authorities and the public about the progress and 
performance of the library. 
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Q8. What does budgeting in library 
management involve? 


A) Recruiting staff and training 

B) Preparing and presenting the library's financial 
needs 

C) Integrating activities within the library 

D) Guiding and leading employees 


Answer: B) Preparing and presenting the 
library's financial needs 


Explanation: Budgeting involves preparing and 
presenting the financial needs of the library and 
balancing income and expenditure. 


Q9. What management function is concerned 
with maintaining favorable working conditions 
for library staff? 


A) Staffing 

B) Directing 

C) Coordinating 
D) Reporting 


Answer: A) Staffing 


Explanation: Staffing involves recruiting 
competent staff, training them, and maintaining 
favorable working conditions. 


Q10. How does coordination contribute to the 
library's management? 


A) By creating structural frameworks 

B) By integrating and harmonizing various 
activities 

C) By preparing financial reports 

D) By guiding and motivating employees 


Answer: B) By integrating and harmonizing 


various activities 


Explanation: Coordinating ensures integration 
and harmony among different divisions and 
activities of the library for efficient working. 


More info: Various management techniques in 
libraries and information centers: 


Use in 
Library 


Management 
Technique 


Purpose 
Served 


Financial Adequate 
Management finance for 
the needs 
of the 
library. 
Budgeting PPBS, For 
Zero-Based | preparing 
Budgeting | performan 
ce-oriented 
budgets in 
libraries. 
Cost Benefit Calculating | To 
Analysis and determine 
determining | the cost 
cost as well | value of 
as benefits | automating 
of the library. 
automation 
Change Computeriz | For 
Management ation and implement 
Automation | ing need- 
based 
changes. 
Delphi Technique | Forecasting | For 
making 
good plans 
in the 
library. 
Human Resource __| Staffing, Competent 
Management Selection and highly 
and motivated 
Appointme | staff for 
nt of providing 
Adequate library 
and Trained | services as 
Staff per the 
needs of 
the users. 
Job Analysis Staff Helps in 
Selection attaining 
and goals of 
Evaluation | the library, 
evaluation 
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performan Work Shelving, Helps in 
ce, and Study/Measureme | Labelling, | maintainin 
participati nt Renewing | gtime 
on of staff. schedules 
: er ; and 
Job Evaluation Motivation | Helps in : 
ea efficient 
and Job achieving : 
é ; service 
Satisfaction | better job deli 
; : elivery. 
satisfactio 
n and Network Analysis | Document | For 
performan Delivery effective 
ce. Services planning 
— : and design 
Job Description Professiona | For of 
eee informatio 
Developme | staff roles : 
n services. 
nt and and 
Communic | responsibil Operations Analysis of | Helps in 
ation ities. Research operations | monitoring 
- : ina library | and 
Management by Formulatio | Helps in controlling 
Objectives nand setting and library 
Achieving | achieving 
processes. 
Goals library 
goals. PERT/CPM Project To handle 
: Manageme | big 
Management Information | For better . . 

. nt projects in 
Information products understand liege 
System and ing of user 

: and for 
services; needs and | 
: ong-term 
Market enhancing : 
; planning. 
Research services. 
; SWOT Analysis Analysis of | To know 
Marketing Customer For 
: ; : an strengths, 
satisfaction | promoting are 
acquisition, | weaknesse 
use and scailati 
hacia circulation S, 
iia 8 system, etc. | opportuniti 
. = es, and 
near me threats 
Sane related to 
Motion and Time | Circulation, | To the library. 
peudy ie ae ceckenne System Study of For 
Peers [ee — Analysis/Approach | library planning, 
en d systems resource 
ene and its allocation, 
eed improveme | and 
libraries. : 
nt evaluating 
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informatio 
n services. 
Total Quality Quality To ensure 
Management/Parti | products quality 
cipative and user- services 
Management oriented and user 
library satisfactio 
services n. 
Decision Making For Helps in 
effective making 
decision- better 
making and | decisions 
improving | and 
library enhancing 
operations | services. 


Q11. How has the role of librarians evolved 
from earlier concepts? 


A) Librarians are now seen as custodians of books 
only. 

B) Librarians are expected to use professional 
management techniques. 

C) Librarians' roles remain fixed with hierarchical 
structures. 

D) Librarians focus solely on bureaucratic 
leadership. 


Answer: B) Librarians are expected to use 
professional management techniques. 


Explanation: Modern librarians are expected to 
use professional management techniques and 
principles, similar to managers in_ other 
organizations. 


Q12. What are some of the basic skills required 
for managing a library effectively? 


A) Financial planning and marketing 

B) Command and control, hierarchical leadership 
C) Teamwork, interpersonal communication, and 
lifelong learning 

D) Fixed organizational structure and infrequent 
communication 


Answer: C) Teamwork, interpersonal 
communication, and lifelong learning 
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Explanation: Effective library management 
requires skills such as teamwork, interpersonal 
communication, and lifelong learning. 


Q13. Which area of management is essential 
for adapting to changes in libraries? 


A) Change Management 
B) Marketing 

C) Sales Management 

D) Organizational Design 


Answer: A) Change Management 


Explanation: Change Management is crucial for 
adapting to changes in libraries and ensuring 
effective management. 


Q14. What does User Centered Management 
focus on? 


A) Increasing library budgets 

B) Improving library infrastructure 

C) Meeting the needs and preferences of library 
users 

D) Streamlining internal library processes 


Answer: C) Meeting the needs and preferences 
of library users 


Explanation: User Centered Management focuses 
on aligning library services with the needs and 
preferences of library users. 


Q15. What is the role of a library manager in 
Strategic Planning? 


A) To enforce strict hierarchical structures 

B) To develop long-term goals and plans for the 
library 

C) To focus solely on day-to-day operations 

D) To manage only the library’s technology 


Answer: B) To develop long-term goals and 
plans for the library 


Explanation: Strategic Planning involves 
developing long-term goals and plans to guide the 
library's future direction. 


Q16. Which area of management is concerned 
with implementing new technologies in 
libraries? 
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A) Project Management 

B) Management of Technology 
C) Financial Management 

D) User Centered Management 


Answer: B) Management of Technology 


Explanation: Management of Technology focuses 
on implementing and managing new technologies 
within libraries. 


Q17. What are the key skills required for 
library staff? 


A) Technical support and database management 
B) Library and information handling, service 
orientation, and ICT knowledge 

C) Financial accounting and strategic marketing 
D) Administrative and managerial skills 


Answer: B) Library and information handling, 
service orientation, and ICT knowledge 


Explanation: Key skills for library staff include 
library and information handling, service 
orientation, and ICT knowledge. 


Q18. Why is entrepreneurship important for 
library managers? 


A) It helps in maintaining traditional practices. 
B) It fosters innovation and growth within the 
library. 

C) It focuses on rigid organizational structures. 
D) It eliminates the need for strategic planning. 


Answer: B) It fosters innovation and growth 
within the library. 


Explanation: Entrepreneurship —_ encourages 
innovation and growth, which are important for 
modern library management. 


Q19. What skill is essential for effective 
communication within a library? 


A) Financial management 

B) Communication and training skills 
C) Project management 

D) Resource planning 


Answer: B) Communication and training skills 


Explanation: Effective communication and 
training skills are essential for ensuring clear and 
effective interactions within the library. 


Q20. What does Project Management involve 
in the context of library management? 


A) Managing library finances 

B) Handling user complaints 

C) Planning and executing specific projects within 
the library 

D) Developing long-term strategies 


Answer: C) Planning and executing specific 
projects within the library 


Explanation: Project Management involves 
planning and executing specific projects to achieve 
goals within the library. 


Q21. What is one of the major professional 
competencies required for managing a library 
efficiently? 


A) Managing Financial Investments 
B) Managing Information Resources 
C) Managing External Partnerships 
D) Managing Library Architecture 


Answer: B) Managing Information Resources 


Explanation: Managing Information Resources is 
a key competency required for efficiently 
managing a library. 


Q22. Which quality is essential for a library 
manager to effectively handle changes in the 
library environment? 


A) Rigidity 

B) Adaptability 
C) Inflexibility 
D) Traditionalism 


Answer: B) Adaptability 


Explanation: Adaptability is crucial for managing 
changes and responding effectively to new 
challenges in a library setting. 


Q23. What competency involves utilizing 
various tools and technologies in library 
management? 
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A) Managing Information Services 

B) Managing Information Organisations 

C) Applying Information Tools and Technologies 
D) Managing Financial Resources 


Answer: C) Applying Information Tools and 
Technologies 


Explanation: Applying Information Tools and 
Technologies involves the effective use of tools and 
technologies in library management. 


Q24. Which quality enables a library manager 
to guide and influence others effectively? 


A) Risk Taking Ability 
B) Leadership Quality 
C) Self Development 
D) Creativity 


Answer: B) Leadership Quality 


Explanation: Leadership Quality is important for 
guiding and influencing others within the library 
environment. 


Q25. What quality is important for a library 
manager to improve their skills and knowledge 
continuously? 


A) Decision Making Power 
B) Self Development 

C) Flexibility 

D) Creativity 


Answer: B) Self Development 


Explanation: Self Development is essential for 
continuously improving skills and knowledge as a 
library manager. 


Q26. What competency involves organizing 
and overseeing the structure of a library? 


A) Managing Information Services 

B) Managing Information Resources 

C) Managing Information Organisations 

D) Applying Information Tools and Technologies 


Answer: C) Managing Information 
Organisations 


Explanation: Managing Information 
Organisations involves organizing and overseeing 
the library's structural framework. 


Q27. Which quality allows a library manager 
to handle uncertainties and make informed 
choices? 


A) Creativity 

B) Decision Making Power 
C) Adaptability 

D) Risk Taking Ability 


Answer: B) Decision Making Power 


Explanation: Decision Making Power is essential 
for handling uncertainties and making informed 
choices in library management. 


Q28. What quality is crucial for introducing 
and implementing new ideas in a library? 


A) Risk Taking Ability 
B) Creativity 

C) Flexibility 

D) Self Development 


Answer: B) Creativity 


Explanation: Creativity is crucial for introducing 
and implementing new ideas and solutions in the 
library. 


Q29. Which competency focuses on delivering 
services that meet the needs of library users? 


A) Managing Information Resources 

B) Managing Information Services 

C) Applying Information Tools and Technologies 
D) Managing Information Organisations 


Answer: B) Managing Information Services 


Explanation: Managing Information Services 
focuses on delivering services that meet the needs 
of library users. 


Q30. What quality allows a library manager to 
adapt to new challenges and changing 
conditions? 


A) Self Development 
B) Flexibility 
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C) Decision Making Power 
D) Leadership Quality 


Answer: B) Flexibility 


Explanation: Flexibility is essential for adapting 
to new challenges and changing conditions in 
library management. 
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Q126: What are the main activities involved in 
processing work in libraries? 


a) Physical processing and technical processing 
b) Cataloguing and circulation 

c) Reference services and acquisitions 

d) Digitization and archiving 


Answer: a) Physical processing and technical 
processing 


Explanation: Processing work in _ libraries 
primarily involves physical processing and 
technical processing, often carried out in the 
Technical Department. 


Q127: What is one of the primary needs for 
processing library materials? 


a) Ensuring materials are ready for use 
b) Conducting user surveys 

c) Managing library budgets 

d) Organizing library events 


Answer: a) Ensuring materials are ready for 
use 


Explanation: Processing library materials is 
essential for making them ready for use and 
ensuring they are properly identified as library 


property. 


Q128: What units are involved in the 
organizational structure of processing work in 
libraries? 


a) Classification unit, cataloguing unit, and 
physical processing unit 

b) Reference unit, acquisition unit, and circulation 
unit 

c) Digital processing unit, metadata unit, and user 
services unit 

d) Technical support unit, outreach unit, and 
administration unit 


Answer: a) Classification unit, cataloguing unit, 
and physical processing unit 


Explanation: Processing work in libraries is 
organized into the classification unit, cataloguing 
unit, and physical processing unit, all of which are 
closely interlinked. 
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Q129: What is a crucial requirement for 
personnel in the processing department of a 
library? 


a) Ability to manage large budgets 
b) Eye for detail 

c) Expertise in marketing strategies 
d) Skill in user education 


Answer: b) Eye for detail 


Explanation: Personnel in the processing 
department need a keen eye for detail to avoid 
errors in cataloguing and classification, as even 
minor mistakes can significantly impact the 
library’s operations. 


Q130: Why is understanding the world of 
knowledge important for personnel in the 
classification and cataloguing units? 


a) To develop marketing strategies for the library 
b) To manage the library’s financial resources 

c) To accurately classify and catalogue library 
materials 

d) To design library layouts and spaces 


Answer: c) To accurately classify and catalogue 
library materials 


Explanation: Personnel in the classification and 
cataloguing units need a broad understanding of 
various disciplines to accurately classify and 
catalogue library materials according to their 
content. 


Q131: What should the practice of deviation in 
classification and cataloguing adhere to? 


a) Current library trends and technologies 

b) Fundamental spirit of the classification scheme 
and cataloguing code 

c) Preferences of individual library staff members 
d) External recommendations and reviews 


Answer: b) Fundamental spirit of the 
classification scheme and cataloguing code 


Explanation: Deviations in classification and 
cataloguing should adhere to the fundamental 
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principles of the classification scheme and 
cataloguing code, maintaining consistency and 
accuracy. 


Q132: What role does the chief of the processing 
department play? 


a) Managing library outreach programs 

b) Coordinating the jobs of the classification and 
cataloguing units 

c) Overseeing library financial audits 

d) Designing library promotional materials 


Answer: b) Coordinating the jobs of the 
classification and cataloguing units 


Explanation: The chief of the processing 
department is responsible for coordinating the 
work between the classification and cataloguing 
units to ensure smooth processing operations. 


Q133: What is the primary purpose of physical 
processing in libraries? 


a) To organize digital records 

b) To prepare books for use by the user 
community 

c) To manage library finances 

d) To design library layouts 


Answer: b) To prepare books for use by the 
user community 


Explanation: Physical processing is aimed at 
preparing books for use by marking them as 
library property and ensuring they are ready for 
circulation. 


Q134: What is the first stage of physical 
processing after receiving a book from 
acquisition? 


a) Classification and cataloguing 

b) Stamping with library ownership and pasting 
essential stationary items 

c) Filing catalogue cards 

d) Preparing the list of addition 


Answer: b) Stamping with library ownership 
and pasting essential stationary items 


SAKET SHARMA 


Explanation: The first stage involves stamping the 
book with the library stamp and pasting essential 
items such as library labels, date slips, and tags. 


Q135: Where is the call number written during 
the second stage of physical processing? 


a) On the book cover 

b) On the verso of the title page, tags, date labels, 
and catalogue cards 

c) On the spine of the book only 

d) In the library’s digital catalog only 


Answer: b) On the verso of the title page, tags, 
date labels, and catalogue cards 


Explanation: During the second stage, the call 
number is written on the verso of the title page, 
tags, date labels, and catalogue cards. 


Q136: What is included in the _ physical 
processing tasks? 


a) Creating digital records 

b) Dust cover strengthening, stamping, pasting 
labels, and filing catalogue cards 

c) Conducting user surveys 

d) Organizing library events 


Answer: b) Dust cover strengthening, stamping, 
pasting labels, and filing catalogue cards 


Explanation: Physical processing includes tasks 
like dust cover strengthening, stamping, pasting 
various labels, putting call numbers on different 
materials, and filing catalogue cards. 


Q137: What happens to the books after 
physical processing is completed? 


a) They are sent to the acquisition section 

b) They are sent to the maintenance section after 
preparing a list of additions 

c) They are discarded 

d) They are immediately made available for 
digital access 


Answer: b) They are sent to the maintenance 
section after preparing a list of additions 
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Explanation: After physical processing, books are 
prepared into a list of additions and then sent to the 
maintenance section for inclusion in the library’s 
collection. 


Q138: What has automated circulation routines 
replaced in physical processing? 


a) Dust cover strengthening 

b) Stamping with library name stamp 
c) Book pockets and book cards 

d) Preparing a list of addition 


Answer: c) Book pockets and book cards 


Explanation: Automation of circulation routines 
has reduced the need for physical book pockets and 
book cards. 


Q139: What is the purpose of dust cover 
strengthening in book processing? 


a) To enhance the book's readability 

b) To protect the aesthetics and additional 
information on the dust cover 

c) To add a new edition 

d) To prepare the book for digital cataloging 


Answer: b) To protect the aesthetics and 
additional information on the dust cover 


Explanation: Dust cover strengthening involves 
using cellophane covers to protect the book's dust 
cover, which often contains additional information 
not in the text. 


Q140: Where is the library stamp typically 
placed on a book? 


a) On the spine 

b) On the verso of the title page, across the closed 
book, and on other designated pages 

c) On the book cover 

d) On the book's first page 


Answer: b) On the verso of the title page, 
across the closed book, and on other designated 


pages 


Explanation: The library stamp is placed on the 
verso of the title page, across the closed book, on 
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the library secret page, and on the last page to 
indicate ownership. 


Q141: What is the purpose of pasting a library 
label or book plate inside the book cover? 


a) To provide additional information about the 
book 

b) To strengthen the library's ownership position 
c) To indicate the book's condition 

d) To add a decorative element 


Answer: b) To strengthen the library's 
ownership position 


Explanation: Pasting a library label or book plate 
inside the book cover helps establish and 
strengthen the library’s ownership of the book. 


Q142: Where should tags for writing the call 
number be pasted on a book? 


a) On the back cover 

b) On the spine of the book, 1” above the bottom, 
or on the dust cover if present 

c) On the inside back cover 

d) On the front page 


Answer: b) On the spine of the book, 1” above 
the bottom, or on the dust cover if present 


Explanation: Tags for the call number are pasted on 
the spine of the book 1” above the bottom, or on 
the dust cover if the book has one. 


Q143: How should a book pocket be pasted 
inside the front cover of a book? 


a) With the open side on the left side of the cover 
b) With the open side on the right side of the cover 
c) In the center of the cover 

d) On the back cover 


Answer: b) With the open side on the right side 
of the cover 


Explanation: The book pocket is pasted on the 
inside front cover with the open side facing the 
right side of the cover. 
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Q144: What is the common practice for 
protecting tags pasted on books? 


a) Covering them with a protective tape 
b) Laminating the tags 

c) Using a protective plastic cover 

d) Avoiding the use of tags 


Answer: a) Covering them with a protective 
tape 


Explanation: Protective tape is commonly used to 
cover tags to prevent loss and defacement. 


Q145: Where does the date slip commonly 
pasted in the book? 


a) On the front cover 

b) On a page facing the first cover or on the last 
page inside the cover 

c) On the book's back cover 

d) On the spine of the book 


Answer: b) On a page facing the first cover or 
on the last page inside the cover 


Explanation: The date slip is pasted on a page 
facing the first cover or on the last page inside the 
cover of the book. 


Q146: Where should the call number be written 
in a book? 


a) Only on the outer and inner tags 

b) On the outer and inner tags, date slip, verso of 
the title page, secret page, last page, and catalogue 
cards 

c) Only on the date slip and catalogue cards 

d) On the verso of the title page and catalogue 
cards only 


Answer: b) On the outer and inner tags, date 
slip, verso of the title page, secret page, last page, 
and catalogue cards 


Explanation: The call number is written on various 
parts of the book including the outer and inner tags, 
date slip, verso of the title page, secret page, last 
page, and on all catalogue cards. 


Q147: How is the call number written on the 
verso of the title page? 
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a) In ink 

b) In pencil 

c) In highlighter 

d) In colored markers 


Answer: b) In pencil 


Explanation: The call number is written in pencil 
on the verso of the title page, allowing for 
adjustments if necessary. 


Q148: What is the purpose of writing the call 
number on various parts of the book? 


a) To enhance the book's aesthetic appeal 
b) To ensure proper cataloging and ease of 
retrieval 

c) To indicate the book's price 

d) To make the book look unique 


Answer: b) To ensure proper cataloging and 
ease of retrieval 


Explanation: Writing the call number on various 
parts of the book helps in proper cataloging and 
retrieval from the library collection. 


Q149: How should catalogue cards be organized 
before filing? 


a) By author’s name only 

b) By classification and alphabetical order 
c) By book’s price 

d) By publication year 


Answer: b) By classification and alphabetical 
order 


Explanation: Catalogue cards should be separated 
into groups of alphabetical and classified cards, and 
then arranged in serial order within each group 
before filing. 


Q150: Why is the information about the 
accession number and call number on the secret 
page helpful? 


a) It provides additional book summaries 
b) It aids in determining authorship and cataloging 
of damaged books 
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c) It helps in pricing the book 
d) It assists in determining the book’s genre 


Answer: b) It aids in determining authorship 
and cataloging of damaged books 


Explanation: The information about the accession 
number and call number on the secret page helps in 
ascertaining details about authorship and 
cataloging for damaged books or those missing title 


pages. 


Q151: What are the core functions of technical 
processing in a library? 


a) Acquisition of resources, organization of 
resources, and maintaining resources 

b) Organizing library events, purchasing books, 
and managing staff 

c) Digital archiving, user education, and 
cataloging 

d) Bookbinding, restoration, and preservation 


Answer: a) Acquisition of resources, 
organization of resources, and maintaining 
resources 


Explanation: The core functions of technical 
processing include the acquisition of resources, 
organizing them for easy access, and maintaining 
them for current and future use. 


Q152: What is the primary goal of organizing 
resources in a library? 


a) To enhance the aesthetic appeal of the library 
b) To provide access to resources with minimal 
effort and time 

c) To increase the library's revenue 

d) To provide historical data about library 
collections 


Answer: b) To provide access to resources with 
minimal effort and time 


Explanation: The primary goal of organizing 
resources is to help readers access the needed 
documents efficiently and save their time. 


Q153: Which of the following is a key element of 
technical processing? 
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a) Organizing community outreach programs 
b) Classification and cataloguing of books 

c) Designing library signage 

d) Conducting library tours 


Answer: b) Classification and cataloguing of 
books 


Explanation: Technical processing _ primarily 
includes the classification and cataloguing of books 
to organize resources and facilitate access. 


Q154: What does the term ‘call number' refer 
to in a library? 


a) A unique symbol used to classify and organize 
resources 

b) A code for the library’s digital catalog 

c) A barcode used for checking out books 

d) A reference number for library transactions 


Answer: a) A unique symbol used to classify 
and organize resources 


Explanation: The call number is a unique symbol 
assigned to each document to classify and 
organize resources in a library. 


Q155: What is the purpose of developing access 
tools like catalogue cards in libraries? 


a) To provide aesthetic appeal to library shelves 
b) To support the development of new library 
services 

c) To satisfy various approaches and facilitate 
efficient retrieval of materials 

d) To record the financial transactions of the 
library 


Answer: c) To satisfy various approaches and 
facilitate efficient retrieval of materials 


Explanation: Catalogue cards are developed to 
satisfy different approaches and ensure efficient 
retrieval of library materials. 


Q156: Which of the following is a tool used for 
the classification of library materials? 


a) Copy of the library's annual report 
b) Library of Congress Catalogue of Printed 
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Books 
c) Library user survey forms 
d) Cataloguing software 


Answer: b) Library of Congress Catalogue of 
Printed Books 


Explanation: The Library of Congress Catalogue 
of Printed Books is used as a tool for classification 
to adapt classification numbers for library 
materials. 


Q157: What is the purpose of using the Indian 
National Bibliography (INB) and British 
National Bibliography (BNB) in library 
classification? 


a) To list library staff 

b) To provide class numbers for recent 
publications 

c) To archive old library records 

d) To manage library finances 


Answer: b) To provide class numbers for recent 
publications 


Explanation: The INB and BNB provide class 
numbers for recent publications, which can be used 
for classifying new library materials. 


Q158: Which of the following is NOT a tool 
mentioned for classification in the library's 
technical section? 


a) Copy of the scheme of classification 

b) Recent issues of national bibliographies 
c) Library user feedback forms 

d) Dictionaries and world atlas 


Answer: c) Library user feedback forms 


Explanation: Library user feedback forms are not 
used for classification. Tools for classification 
include copies of classification schemes, 
bibliographies, and subject heading lists. 


Q159: How does the Colon Classification 
scheme differ in its approach to subject 
headings compared to other schemes? 
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a) It uses a chain procedure to derive subject 
headings 

b) It provides a fixed list of subject headings 

c) It excludes subject headings entirely 

d) It requires multiple cross-references for subject 
headings 


Answer: a) It uses a chain procedure to derive 
subject headings 


Explanation: The Colon Classification scheme 
uses a chain procedure to derive subject headings, 
unlike other schemes that may use fixed lists. 


Q160: Why might libraries use WorldCat and 
other online sources for classification? 


a) To provide user training 

b) To obtain classification numbers and metadata 
more easily 

c) To purchase books 

d) To design library layouts 


Answer: b) To obtain classification numbers 
and metadata more easily 


Explanation: WorldCat and other online sources 
provide classification numbers, subject headings, 
and metadata, making it easier for libraries to 
classify materials. 


Q161: What is the primary purpose of 
checking with the existing collection during the 
classification procedure? 


a) To verify the accuracy of book titles 

b) To determine if the library already has copies of 
the book 

c) To assess the book's physical condition 

d) To update the library's budget 


Answer: b) To determine if the library already 
has copies of the book 


Explanation: Checking with the existing 
collection helps to determine if the library already 
has copies of the book being processed. 


Q162: What should be done if a book already 
exists in the library's collection but is a 
different edition? 
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a) Remove the book from the collection 
b) Write “add” on the fly leaf of the book 
c) Assign a new class number 

d) Store the book in a separate location 


Answer: b) Write “add” on the fly leaf of the 
book 


Explanation: \f a book with the same title but a 
different edition is found, “‘add” is written on the 
fly leaf to indicate this. 


Q163: Which method is used to determine the 
specific subject of a book when internal 
evidence is insufficient? 


a) Consulting library user surveys 

b) Reviewing book reviews in subject magazines 
c) Checking library financial records 

d) Using library cataloguing software 


Answer: b) Reviewing book reviews in subject 
magazines 


Explanation: If internal evidence does not suffice, 
external sources like subject magazine reviews or 
national bibliographies are consulted to determine 
the book's subject. 


Q164: What does the policy of "close" 
classification refer to? 


a) Assigning class numbers with broad categories 
b) Constructing class numbers with great detail 
c) Using a fixed list of class numbers 

d) Ignoring subject details for classification 


Answer: b) Constructing class numbers with 
great detail 


Explanation: The "close" classification policy 
involves assigning detailed class numbers, 
typically used in special, research, and academic 
libraries. 


Q165: How are book numbers assigned in 
enumerative classification schemes? 


a) By using the library's unique numbering system 
b) Using the first three letters of the book's title or 
author’s name 
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c) Based on the book's publication date 
d) Randomly assigned 


Answer: b) Using the first three letters of the 
book's title or author’s name 


Explanation: In enumerative classification 
schemes, book numbers are often assigned using 
the first three letters of the book's title or the 
author's name. 


Q166: What is the role of the authority file in 
the Technical Section? 


a) To list all available library resources 

b) To record deviations and local decisions in 
classification 

c) To manage the library's budget 

d) To catalog new book acquisitions 


Answer: b) To record deviations and local 
decisions in classification 


Explanation: The authority file records deviations 
and local decisions in classification to guide staff 
and maintain consistency. 


Q167: Which cataloguing code begins the main 
entry with the author's name? 


a) Classified Catalogue Code (CCC) 

b) Anglo-American Cataloguing Rules (AACR- 
2R) 

c) Library of Congress Classification (LCC) 

d) Dewey Decimal Classification (DDC) 


Answer: b) Anglo-American Cataloguing Rules 
(AACR-2R) 


Explanation: AACR-2R is a dictionary code 
where the main entry begins with the author's 
name. 


Q168: In which cataloguing code does the main 
entry begin with the class number? 


a) Anglo-American Cataloguing Rules (AACR- 
2R) 

b) Library of Congress Classification (LCC) 

c) Dewey Decimal Classification (DDC) 

d) Classified Catalogue Code (CCC) 


Answer: d) Classified Catalogue Code (CCC) 
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Explanation: In CCC, the main entry begins with 
the class number. 


Q169: What is the purpose of the "chain 
procedure" in the Classified Catalogue Code 
(CCC)? 


a) To create a list of subject headings 
b) To derive class index entries 

c) To assign ISBNs to books 

d) To prepare shelf lists 


Answer: b) To derive class index entries 


Explanation: The chain procedure in CCC is used 
to derive class index entries. 


Q170: Which of the following is NOT a 
bibliographical detail area for cataloguing 
monographic documents? 


a) Title and statement of authorship 

b) Edition 

c) International Standard Book Number 
d) Binding and price 

Answer: d) Binding and price 


Explanation: Binding and price are not standard 
bibliographical detail areas for cataloguing 
monographic documents. 


Q171: What is included in the "Imprint area" 
of bibliographical details? 


a) The book's edition and publication date 
b) The book's physical description and size 
c) The publisher's name and location 

d) The author's name and title 


Answer: c) The publisher's name and location 


Explanation: The imprint area includes details 
about the publisher's name and location. 


Q172: What does the "Collation area" of 
bibliographical details describe? 


a) The book's edition and author 
b) The physical description and number of pages 
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c) The book's series and notes 
d) The International Standard Book Number 


Answer: b) The physical description and 
number of pages 


Explanation: The collation area describes the 
physical details of the book, such as the number of 
pages and other physical attributes. 


Q173: Which list is used in AACR to derive 
subject headings for cataloguing? 


a) LC List of Subject Headings 
b) Dewey Decimal Classification 
c) Sears List of Subject Headings 
d) Bibliographic Record List 


Answer: a) LC List of Subject Headings 


Explanation: In AACR, the LC List of Subject 
Headings is used to derive subject headings for 
cataloguing. 


Q174: What is one primary benefit of having a 
catalogue in a library? 


a) It provides a list of all library staff 

b) It helps users choose a specific title among the 
books on a subject 

c) It offers a detailed description of the library 
building 

d) It lists all the library's digital resources 


Answer: b) It helps users choose a specific title 
among the books on a subject 


Explanation: A catalogue provides bibliographic 
information that helps users choose specific titles 
among the books available on a subject. 


Q175: How does the classified part or subject 
catalogue in a dictionary catalogue benefit 
users? 


a) It helps users find the library’s address 

b) It provides information about the library's 
opening hours 

c) It gives an idea of the amount of material 
available on a given subject and its subdivisions 
d) It lists the personal interests of library staff 
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Answer: c) It gives an idea of the amount of 
material available on a given subject and its 
subdivisions 


Explanation: The classified part or subject 
catalogue shows the amount of material available 
on a given subject and its subdivisions. 


Q176: Why is the date of publication included 
in a catalogue entry? 


a) To indicate the book’s price 

b) To help the reader know how up to date the 
material in the book is 

c) To provide information about the book's author 
d) To list the book's physical dimensions 


Answer: b) To help the reader know how up to 
date the material in the book is 


Explanation: The date of publication helps readers 
determine how current the material in the book is. 


Q177: Which of the following tools is NOT 
typically used for cataloguing? 


a) Catalogue Code 

b) List of Subject Headings 

c) Dictionary of Indian Names 
d) Library's Annual Budget 


Answer: d) Library's Annual Budget 


Explanation: The library's annual budget is not 
used for cataloguing; the other items listed are 
relevant tools for cataloguing. 


Q178: What should a library do if it follows 
cataloguing-in-publication policy for foreign 
language books? 


a) Copy the class number blindly from the 
publication 

b) Check the contents of the book to avoid 
possible misinterpretation of the subject 

c) Ignore the class number and assign a new one 
d) Rely solely on online databases for 
classification 


Answer: b) Check the contents of the book to 
avoid possible misinterpretation of the subject 
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Explanation: Libraries should check the contents 
of the book to ensure accurate classification and 
avoid misinterpretation of the subject. 


Q179: What does the preparation of the main 
entry involve in the cataloguing process? 


a) Adding the book to the library's digital 
collection 

b) Creating the primary bibliographic record for 
the book 

c) Organizing the book on the library shelf 

d) Providing a summary of the book’s content 


Answer: b) Creating the primary bibliographic 
record for the book 


Explanation: The preparation of the main entry 
involves creating the primary bibliographic record 
for the book. 


Q180: What is the role of added and cross- 
reference entries in the cataloguing process? 


a) To provide information about the book's price 
and edition 

b) To offer additional ways to locate the book and 
related materials 

c) To organize books by their physical condition 
d) To list the library's subscription services 


Answer: b) To offer additional ways to locate the 
book and related materials 


Explanation: Added and cross-reference entries 
help users find the book and related materials 
through alternative approaches. 


Q181: What is the primary aim of the 
circulation section in a library? 


a) To create new library memberships 

b) To maximize the utilization of library resources 
with economy and efficiency 

c) To conduct library staff training 

d) To manage the library's budget 


Answer: b) To maximize the utilization of 
library resources with economy and efficiency 
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Explanation: The primary aim of the circulation 
section is to maximize the utilization of library 
resources while ensuring efficiency and economy. 


Q182: Which of the following is considered a 
core function of the circulation work? 


a) Wicket gate supervision 

b) Property/belonging counters supervision 
c) Charging/discharging of documents 

d) Stack maintenance 


Answer: c) Charging/discharging of documents 


Explanation: Charging and discharging documents 
are core functions of circulation work, as they 
directly relate to the lending process. 


Q183: What is the purpose of reservation and 
recall in the circulation process? 


a) To keep track of library staff performance 

b) To manage the library's financial transactions 
c) To allow users to reserve items and recall them 
if needed 

d) To update the library's website 


Answer: c) To allow users to reserve items and 
recall them if needed 


Explanation: Reservation and recall are part of 
managing the availability of library resources for 
users, allowing them to reserve and recall items as 
needed. 


Q184: What is typically included in the non-core 
functions of the circulation work? 


a) Users' registration 

b) Overdue charge management 

c) Property/belonging counters supervision 
d) Charging/discharging of documents 


Answer: c) Property/belonging counters 
supervision 


Explanation: Non-core functions of the circulation 
work include property/belonging —_ counters 
supervision and other related tasks that support the 
core functions but are not directly involved in 
document circulation. 
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Q185: In a smaller library, which tasks might be 
included under the supervision of the 
circulation section? 


a) Conducting research studies 

b) Managing library's financial budget 

c) Wicket gate supervision and stack maintenance 
d) Developing new library policies 


Answer: c) Wicket gate supervision and stack 
maintenance 


Explanation: In smaller libraries, non-core 
functions such as wicket gate supervision and stack 
maintenance may be included under the circulation 
section's responsibilities. 


Q186: How does record keeping/statistics 
contribute to the circulation work in a library? 


a) By providing information for library 
renovations 

b) By tracking the usage of library resources and 
managing inventory 

c) By recruiting new library staff 

d) By designing promotional materials for the 
library 


Answer: b) By tracking the usage of library 
resources and managing inventory 


Explanation: Record keeping and statistics are 
crucial for tracking the usage of library resources 
and managing inventory effectively. 


Q187: What does the term 
‘charging/discharging' refer to in library 
circulation services? 


a) Processing new book acquisitions 

b) Checking in and out of library materials 
c) Updating library software 

d) Conducting library tours 


Answer: b) Checking in and out of library 
materials 


Explanation: 'Charging/discharging' refers to the 
process of checking library materials in and out as 
part of the borrowing and returning process. 
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Q188: Why might the scope of circulation work 
vary between large and small libraries? 


a) Due to differences in library membership fees 
b) Because of variations in the library's collection 
size and staffing 

c) Based on the library's geographic location 

d) Due to different library branding strategies 


Answer: b) Because of variations in the library's 
collection size and staffing 


Explanation: The scope of circulation work varies 
based on the library's collection size and staffing, 
affecting how tasks are assigned and managed. 


Q189: What is the primary function of the 
charging/discharging process in a library? 


a) Managing library finances 

b) Issuing and returning books for reading outside 
the library 

c) Conducting library tours 

d) Updating library software 


Answer: b) Issuing and returning books for 
reading outside the library 


Explanation: The primary function of 
charging/discharging is to manage the issue and 
return of books for reading outside the library. 


Q190: What was a major problem with the Day 
Book method of charging books? 


a) It was too costly to implement 

b) It did not track the date of issue, making record 
cancellation difficult 

c) It required extensive staff training 

d) It had too many pages to manage efficiently 


Answer: b) It did not track the date of issue, 
making record cancellation difficult 


Explanation: The Day Book method did not track 
the date of issue, which created difficulties in 
locating records for cancellation. 


Q191: How did the library address the issue of 
locating books out on loan with the register 
system? 
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a) By implementing barcode scanning 

b) By creating a slip for each book issued and 
arranging them by author 

c) By switching to a digital catalog 

d) By using a mobile app for tracking 


Answer: b) By creating a slip for each book 
issued and arranging them by author 


Explanation: The library used slips arranged by 
author to address the issue of locating books out 
on loan with the register system. 


Q192: Which system replaced the use of slips 
for tracking issued books? 


a) Digital catalog system 
b) Barcode system 

c) Book card system 

d) RFID system 


Answer: c) Book card system 


Explanation: The book card system replaced the 
use of slips for tracking issued books. 


Q193: Which two widely practiced systems are 
based on the combination of book cards and 
membership cards? 


a) The Browne and Newark circulation systems 
b) The RFID and Barcode systems 

c) The Dewey and LC classification systems 

d) The OPAC and Manual catalog systems 


Answer: a) The Browne and Newark 
circulation systems 


Explanation: The Browne and Newark circulation 
systems are widely practiced systems based on the 
combination of book cards and membership cards. 


Q194: What is the typical design feature of 
modern issue counters in libraries? 


a) Built-in charging tray and storage space 
b) Digital screen for membership registration 
c) Automated book sorting system 

d) Coffee machine for staff use 
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Answer: a) Built-in charging tray and storage 
space 


Explanation: Modern issue counters are designed 
with a built-in charging tray and storage space for 
managing books and records efficiently. 


Q195: What essential information is included 
on a book card used in the 
charging/discharging process? 


a) Library budget details 

b) Author, title, call number, and accession 
number 

c) Library staff contact information 

d) Library's operational hours 


Answer: b) Author, title, call number, and 
accession number 


Explanation: A book card includes essential 
information such as the author, title, call number, 
and accession number of the book. 


Q196: What problem did the slip system used 
before book cards create? 


a) Difficulty in updating records digitally 

b) Inefficiency in locating books due to the 
organization by author 

c) High cost of materials 

d) Complicated member registration process 


Answer: b) Inefficiency in locating books due 
to the organization by author 


Explanation: The slip system created inefficiency 
in locating books because the slips were organized 
by author, not by the book's location or status. 


Q197: Who developed the Browne System for 
book circulation? 


a) S.R. Ranganathan 
b) Nina E. Browne 
c) Melvil Dewey 

d) James W. Brown 


Answer: b) Nina E. Browne 
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Explanation: The Browne System was developed 
by Nina E. Browne, a librarian of the Library 
Bureau, Boston. 


Q198: In the Browne System, what is placed in 
the pocket of the library card when a book is 
borrowed? 


a) The book’s publication details 
b) The borrower’s address 

c) The book card 

d) The book's call number 


Answer: c) The book card 


Explanation: In the Browne System, the book card 
is placed into the pocket of the library card when a 
book is borrowed. 


Q199: What information is stamped on the 
date slip in the book under the Browne 
System? 


a) The borrower’s name 
b) The book’s title 

c) The due/issue date 

d) The library’s address 


Answer: c) The due/issue date 


Explanation: The due/issue date is stamped on the 
date slip in the book under the Browne System. 


Q200: What happens to the book card and 
library card when the book is presented for 
discharging? 


a) Both cards are destroyed 

b) The book card is returned to the book, and the 
library card is kept by the staff 

c) The book card is filed away, and the library 
card is returned to the borrower 

d) Both cards are filed away in the charging tray 


Answer: c) The book card is filed away, and the 
library card is returned to the borrower 


Explanation: When the book is presented for 
discharge, the book card is filed away in the 
charging tray, and the library card is returned to the 
borrower. 
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Q201: How are the book card and the library 
card organized in the Browne System? 


a) By book title 

b) By due date 

c) By author 

d) Behind the date guide in the charging tray 


Answer: d) Behind the date guide in the 
charging tray 


Explanation: The book card along with the 
borrower’s card is filed behind the date guide in the 
charging tray. 


Q202: What role does the due date play in the 
Browne System during book discharge? 


a) It determines the fee for overdue books 

b) It helps in retrieving the relevant book card 
from the charging tray 

c) It updates the borrower’s membership status 
d) It logs the book’s return date in the system 


Answer: b) It helps in retrieving the relevant 
book card from the charging tray 


Explanation: The due date helps in retrieving the 
relevant book card from the charging tray during 
book discharge. 


Q203: What is the purpose of the date guide in 
the Browne System? 


a) To list all borrowed books 

b) To track the history of book loans 

c) To organize the filing of book cards and 
borrower’s library cards 

d) To update the library’s inventory 


Answer: c) To organize the filing of book cards 
and borrower’s library cards 


Explanation: The date guide is used to organize the 
filing of book cards and borrower’s library cards in 
the Browne System. 


Q204: What is the purpose of the reservation 
function in a library's circulation system? 
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a) To extend the due date of a _ book 
b) To return books that are overdue 
c) To notify the next member when a book becomes 
available 

d) To track the history of book loans 


Answer: c) To notify the next member when a 
book becomes available 


Explanation: The reservation function allows the 
library to notify the next member in line when a 
reserved book becomes available. 


Q205: What does the recall function involve in a 
library's circulation system? 


a) Extending the due date of a _ book 
b) Requesting the borrower to return a book before 
the due date 
c) Charging fines for overdue books 
d) Sending reminders to members for overdue 
books 


Answer: b) Requesting the borrower to return a 
book before the due date 


Explanation: The recall function involves asking 
the borrower to return a book before its due date if 
the library needs it. 


Q206: How can a member request a renewal of 
a book? 


a) By submitting a new book card 
b) By contacting the library through telephone or in 
person 

c) By filling out a reservation — slip 
d) By paying overdue charges 


Answer: b) By contacting the library through 
telephone or in person 


Explanation: A member can request a renewal by 
presenting the book at the counter or contacting the 
library by telephone. 


Q207: What is the purpose of sending reminders 
to library members? 


a) To inform them about new book arrivals 
b) To extend the due date of their borrowed books 
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c) To prompt them to return books that are overdue 
d) To notify them about the availability of reserved 
books 


Answer: c) To prompt them to return books that 
are overdue 


Explanation: Reminders are sent to prompt 
members to return books that are overdue. 


Q208: What are overdue charges used for in a 
library? 


a) To purchase new books for the library 
b) To deter members from keeping books beyond 
the due date 
Cc) To pay staff salaries 
d) To cover the cost of book repairs 


Answer: b) To deter members from keeping 
books beyond the due date 


Explanation: Overdue charges are levied to 
discourage members from keeping books past the 
due date. 


Q209: What is an inter-library loan? 


a) A system for buying books from other libraries 
b) A cooperative arrangement where libraries lend 
books to each other 
c) A method for extending the due date of a book 
d) A way to track overdue books across multiple 
libraries 


Answer: b) A cooperative arrangement where 
libraries lend books to each other 


Explanation: An inter-library loan is a cooperative 
arrangement where libraries lend books to each 
other. 


Q210: Why are books procured under inter- 
library loan typically used within the borrowing 
library's premises? 


a) To prevent damage to the book 
b) To ensure prompt return if the lending library 
needs the book 
c) To avoid overdue charges 
d) To maintain accurate circulation records 
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Answer: b) To ensure prompt return if the 
lending library needs the book 


Explanation: Books obtained through inter-library 
loan are usually used within the borrowing library 
to ensure they are returned promptly if needed by 
the lending library. 


Q211: What is the primary focus of serials 
control in a library? 


a) Cataloguing and classification of books 
b) Acquisition and preservation of serials 
c) Maintenance of library infrastructure 
d) Development of digital collections 


Answer: b) Acquisition and preservation of 
serials 


Explanation: Serials control is focused on 
managing the acquisition and preservation of serial 
publications in the library. 


Q212: Why is the acquisition of serials often 
managed through agents? 


a) Agents are less expensive than direct 
subscriptions 

b) Agents offer value-added services and stay 
updated on titles and _ subscription rates 
c) Agents handle the physical storage of serials 
d) Agents provide free access to electronic versions 


Answer: b) Agents offer value-added services 
and stay updated on titles and subscription rates 


Explanation: Agents specialize in handling serials, 
providing updates on titles, changes, and 
subscription rates, and offering various value- 
added services. 


Q213: What peculiar feature of serials requires 
vigilance in their management? 


a) Their acquisition is a one-time process 
b) They are published in parts and require alertness 
for each issue 
c) They are catalogued using the same system as 
books 

d) Their subscription rates remain constant 
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Answer: b) They are published in parts and 
require alertness for each issue 


Explanation: Serials are published in parts, making 
it crucial to be vigilant in receiving and managing 
each individual issue to avoid loss. 


Q214: What does W.G. Potter suggest about 
serials processing? 


a) It should be managed by a separate department 
for efficiency 
b) It should be integrated with other processing 
functions and managed by professional staff 
c) It should focus only on the acquisition of serials 
d) It requires a new system for handling digital 
serials 


Answer: b) It should be integrated with other 
processing functions and managed _ by 
professional staff 


Explanation: W.G. Potter suggests that serials 
processing should be integrated with other 
functions and managed by professional staff 
overseeing broader functions. 


Q215: What are the four key routines involved 
in acquisition control of serials? 


a) Ordering, cataloguing, digital processing, and 
preservation 

b) Ordering, recording or check-in, claiming issues 
not received, and dealing with invoices 
c) Selection, classification, shelving, and disposal 
d) Subscription, acquisition, digitization, and 
indexing 


Answer: b) Ordering, recording or check-in, 
claiming issues not received, and dealing with 
invoices 


Explanation: The four key routines in acquisition 
control of serials are ordering, recording or check- 
in, claiming issues not received, and dealing with 
invoices. 


Q216: What types of orders are managed under 
the order routines for serials? 
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a) New subscriptions, renewals, and orders for 
back issues 

b) Digital access, physical storage, and archival 
c) Purchase, replacement, and inter-library loan 
d) Cataloguing, indexing, and web access 


Answer: a) New subscriptions, renewals, and 
orders for back issues 


Explanation: The order routines for serials include 
managing new subscriptions, renewals, and orders 
for back issues. 


Q217: Why is early settlement of suppliers' 
invoices recommended? 


a) To avoid the need for a written agreement 

b) To foster good relations, ensure continuity, and 
benefit from special discounts 

c) To reduce the number of invoices processed 

d) To avoid recording invoice details 


Answer: b) To foster good relations, ensure 
continuity, and benefit from special discounts 


Explanation: Early settlement of invoices helps in 
maintaining good relations with suppliers, ensures 
continuity of supply, and may provide access to 
special discounts. 


Q218: Why do Indian agents for foreign serials 
require advance payment from libraries? 


a) To handle domestic subscription rates 

b) To manage local supply chains 

c) To pay their counterpart in the foreign country 
in advance 

d) To reduce handling and processing time 


Answer: c) To pay their counterpart in the 
foreign country in advance 


Explanation: Indian agents for foreign serials 
require advance payment to settle accounts with 
their counterparts in foreign countries. 


Q219: What is the purpose of recording invoice 
details on the receipt record of each title? 


a) To track shipping costs 
b) To provide future reference in case of disputes 


BLIE 226 BLOCK 2 UNIT 6 


c) To simplify invoice processing 
d) To calculate discount rates 


Answer: b) To provide future reference in case 
of disputes 


Explanation: Recording invoice details helps in 
maintaining a reference for resolving any disputes 
that might arise. 


Q220: What steps are involved in processing 
invoices for payment? 


a) Checking titles, recording details, entering in a 
bill register, filing copies, and sending to finance 
b) Counting titles, checking prices, negotiating 
with suppliers, and processing payments 

c) Scanning invoices, recording serial numbers, 
entering data into a database, and approving 
payments 

d) Reviewing order quantities, contacting 
suppliers, updating catalogues, and reconciling 
accounts 


Answer: a) Checking titles, recording details, 
entering in a bill register, filing copies, and 
sending to finance 


Explanation: The steps involve checking the 
correctness of titles and rates, recording details, 
entering invoices in a bill register, filing copies, and 
sending to the finance office for payment. 


Q221: What should be enclosed with the invoice 
when sending it to the finance office for 
payment? 


a) A copy of the order 

b) A receipt for payment 
c) A list of titles 

d) A copy of the catalogue 


Answer: a) A copy of the order 


Explanation: The invoice should be accompanied 
by a copy of the order when sent to the finance 
office for payment. 
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Q222: What should be done with a credit note 
sent by the supplier for a_ cancelled 
subscription? 


a) It should be filed separately from the invoice 
b) It should be enclosed with the invoice 

c) It should be ignored if payment is already 
processed 

d) It should be sent back to the supplier 


Answer: b) It should be enclosed with the 
invoice 


Explanation: A credit note for a cancelled 
subscription should be enclosed with the invoice 
when processing payment. 


Q223: What is the first step in the process of 
handling received serial issues? 


a) Sorting issues for display 

b) Checking the mail for address and opening it 
c) Entering details in the registration record 

d) Sending a reminder for non-receipt 


Answer: b) Checking the mail for address and 
opening it 


Explanation: The initial step involves checking the 
mail for address accuracy, opening it, and verifying 
any enclosures such as _ credit notes or 
supplementary bills. 


Q224: How are issues with defects or damage 
handled? 


a) They are put directly into storage 

b) They are separated and the supplier is notified 
for replacements 

c) They are displayed with a note on defects 

d) They are returned immediately without further 
action 


Answer: b) They are separated and the supplier 
is notified for replacements 


Explanation: Issues with defects or damage are 
separated from others and the supplier is contacted 
to request replacement copies. 


Q225: What should be done with issues once the 
registration process is complete? 
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a) They are immediately discarded 

b) They are sorted for display and storage 

c) They are sent to a different department for 
processing 

d) They are only put up on display racks 


Answer: b) They are sorted for display and 
storage 


Explanation: After registration, issues are sorted 
into those for display and those for storage, with 
display racks and storage devices used accordingly. 


Q226: What is the purpose of the registration 
system for serials? 


a) To create an index of serial titles 

b) To alert for non-receipt and track claims 
c) To sort issues by date of publication 

d) To manage the financial aspects of serial 
acquisitions 


Answer: b) To alert for non-receipt and track 
claims 


Explanation: The registration system is designed to 
track claims for non-receipt and follow up until 
replacements are received. 


Q227: Which method of registration might a 
library with a small number of serials use? 


a) Ledger 

b) Card forms 

c) Register with index pages 
d) Digital database 


Answer: c) Register with index pages 


Explanation: Libraries with a small number of 
serials might use a register with index pages to 
record and manage serial issues. 


Q228: What factors should be considered before 
writing a reminder for non-receipt of a serial? 


a) The number of issues already received 

b) The library's financial records 

c) The publication's regularity, country of origin, 
and postal delays 

d) The size of the library’s collection 
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Answer: c) The publication's regularity, country 
of origin, and postal delays 


Explanation: Before sending a reminder for non- 
receipt, factors like the publication's regularity, the 
country of origin, and possible postal delays should 
be considered. 


Q229: What information is primarily recorded 
on the Register Card in the Three Card System? 


a) Date of receipt and volume details 

b) Title, periodicity, and vendor information 

c) Complete serial details, supplier, and payment 
information 

d) Check card movement and reminder details 


Answer: c) Complete serial details, supplier, and 
payment information 


Explanation: The Register Card provides 
comprehensive information about the serial, 
including supplier and payment details, crucial for 
correspondence and problem resolution. 


Q230: How does the Check Card function in the 
Three Card System? 


a) It tracks the receipt status of serials and 
manages reminders 

b) It records subscription rates and volumes 
available 

c) It provides a detailed index of serials by class 
number 

d) It stores payment and vendor information 


Answer: a) It tracks the receipt status of serials 
and manages reminders 


Explanation: The Check Card is used to track the 
receipt of serials, manage reminders, and ensure 
timely follow-up on non-receipt issues. 


Q231: Where are Check Cards placed if a serial 
is expected to be received in a particular week? 


a) Behind the current week’s guide card 

b) Behind the previous week’s guide card 

c) Behind the next expected week’s guide card 
d) In a separate filing system 
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Answer: c) Behind the next expected week’s 
guide card 


Explanation: Check Cards are placed behind the 
guide card representing the expected week of 
receipt. After receiving a serial, the card is moved 
to the next expected week’s guide card. 


Q232: What does the Classified Index Card 
contain? 


a) Details about the serial’s payment and supplier 
b) Information on periodicity and subscription 
rates 

c) Class number, annual subscription, title, 
vendor, and volume details 

d) Receipt and reminder tracking information 


Answer: c) Class number, annual subscription, 
title, vendor, and volume details 


Explanation: The Classified Index Card includes 
details like class number, annual subscription, title, 
vendor, and volume information, arranged by class 
number to show library holdings. 


Q233: How are the cards in the Three Card 
System arranged for ease of access and 
management? 


a) Alphabetically by title 

b) Chronologically by receipt date 

c) By class number and expected receipt week 
d) By vendor and payment date 


Answer: a) Alphabetically by title 


Explanation: Register Cards are arranged 
alphabetically by title to facilitate easy access and 
management. 


Q234: What action is taken if a serial’s Check 
Card is not moved to the next week’s guide card 
after a reminder? 


a) The serial is marked as missing 

b) A second reminder is sent 

c) The serial is added to the back issue list 

d) The issue is permanently removed from the 
system 
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Answer: b) A second reminder is sent 


Explanation: If a Check Card is not moved after a 
reminder, a second reminder is typically issued to 
address the issue of non-receipt. 


Q235: What information is primarily recorded 
on the Bottom Card in the Kardex system? 


a) Payment details and invoice numbers 

b) Location of volumes, gaps in holdings, and due 
dates for reminders 

c) Library membership details and serial titles 

d) Volume numbers and dates of receipt 


Answer: b) Location of volumes, gaps in 
holdings, and due dates for reminders 


Explanation: The Bottom Card records 
information about the library's holdings, gaps, 
location of volumes, and due dates for reminders. 


Q236: How is the Top Card used in the Kardex 
system? 


a) To track the receipt and registration of serial 
issues 

b) To record payments made to the supplier 
c) To manage reminder notices for overdue issues 
d) To arrange serials alphabetically by title 


Answer: b) To record payments made to the 
supplier 


Explanation: The Top Card is used to keep a record 
of payments made to the supplier, including details 
such as the date of publication, bill receipt, and 
amount paid. 


Q237: How are Bottom Cards arranged in the 
Kardex system? 


a) Chronologically by date of receipt 
b) Alphabetically by title 

c) By volume number 

d) By supplier name 


Answer: b) Alphabetically by title 


Explanation: Bottom Cards are arranged 
alphabetically by title to facilitate easy access and 
management of serials. 
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Q238: What action is taken if an issue is not 
received according to the Kardex system? 


a) The issue is marked as missing 

b) The colored tab on the Bottom Card remains in 
its place and a reminder is issued 

c) The Top Card is updated with a new invoice 

d) The issue is removed from the system 


Answer: b) The colored tab on the Bottom Card 
remains in its place and a reminder is issued 


Explanation: If an issue is not received, the colored 
tab on the Bottom Card remains in its place, and a 
reminder is issued after the due date. 


Q239: What feature of the Kardex system helps 
to indicate when a reminder is due for overdue 
issues? 


a) A special marker on the Top Card 

b) A colored tab on the Bottom Card 

c) A reminder slip attached to the card holder 
d) An automated electronic alert 


Answer: b) A colored tab on the Bottom Card 


Explanation: The colored tab on the Bottom Card 
indicates when a reminder is due for overdue 
issues, helping manage follow-ups. 


Q240: What is the primary purpose of the Top 
Card in the Kardex system? 


a) To track the status of each serial issue 

b) To manage the physical storage of serials 

c) To record financial transactions and payments 
d) To arrange serials by classification 


Answer: c) To record financial transactions and 
payments 


Explanation: The Top Card records financial 
details such as payments made to the supplier, 
helping in financial management of serials. 


Q241: Why is binding of serials done in 
libraries? 


a) To enhance the visual appeal of the collection 
b) To safeguard against loss of individual issues 
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and for convenience of use 
c) To. prepare serials for digitization 
d) To meet copyright regulations 


Answer: b) To safeguard against loss of 
individual issues and for convenience of use 


Explanation: Binding is done to protect individual 
issues from loss and to make handling and use more 
convenient. 


Q242: According to Clive Simmond, why might 
traditional binding processes be problematic? 


a) They are too costly for most libraries 
b) They may not always be appropriate or possible 
c) They do not preserve the material well 
d) They require special equipment not available in 
many libraries 


Answer: b) They may not always be appropriate 
or possible 


Explanation: Clive Simmond highlighted that 
traditional binding might not always be the best 
option or feasible in every situation. 


Q243: What is a suggested alternative to 
traditional binding for serials, according to the 
text? 


a) Using digital formats for all serials 

b) Tying up issues as a bundle and keeping them 
in a box 

c) Using heavy-duty plastic covers for each issue 
d) Discarding older issues and keeping only recent 
ones 


Answer: b) Tying up issues as a bundle and 
keeping them in a box 


Explanation: An alternative suggested is to tie up 
issues as a bundle and keep them in a box to avoid 
problems with traditional binding. 


Q244: Before sending volumes for binding, 
which of the following must be ensured? 


a) The volumes should be indexed alphabetically 
b) All issues of a volume are in the bundle and 
arranged in correct order 
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c) Issues should be separated by color-coded 
dividers 
d) The volumes should be digitized before binding 


Answer: b) All issues of a volume are in the 
bundle and arranged in correct order 


Explanation. It is essential to ensure that all issues 
are present, correctly ordered, and any extraneous 
materials like advertisements are removed. 


Q245: What should be placed before the first 
issue of a volume before binding? 


a) A summary of the volume 

b) The title, content, and index of the volume 
c) A photocopy of each issue 

d) A cover page with the library's name 


Answer: b) The title, content, and index of the 
volume 


Explanation: The title, content, and index should 
be placed before the first issue to provide a 
comprehensive overview of the volume. 


Q246: What specific instruction is given for 
binding thick volumes? 


a) They should be bound with reinforced covers 
b) They should be bound in two _ parts 
c) They should be bound with a digital tag 
d) They should be bound without any stitching 


Answer: b) They should be bound in two parts 


Explanation: Thick volumes are to be bound in two 
parts to accommodate their size and ensure 
durability. 


SAKET SHARMA 


BLIE 226 BLOCK 2 UNIT 7 LIBRARY FUNCTIONS AND OPERATIONS 


Q247: What is the typical space ratio between 
collection storage and user areas in a library 
building? 


a) 30:70 
b) 40:60 
c) 50:50 
d) 60:40 


Answer: b) 40:60 


Explanation: The typical space division between 
collection storage and user areas is kept in the 
ratio of 40:60. 


Q248: What percentage of total enrolment is 
generally allocated for readers in an academic 
library? 


a) 5% to 10% 

b) 10% to 20% 
c) 20% to 30% 
d) 30% to 40% 


Answer: b) 10% to 20% 


Explanation: In academic libraries, the space 
provision for readers is generally in the range of 
10% to 20% of the total enrolment. 


Q249: what is the normal space requirement per 
reader for a computer user? 


a) 25 sq. ft. 
b) 30 to 35 sq. ft. 
c) 40 sq. ft. 
d) 50 sq. ft. 


Answer: b) 30 to 35 sq. ft. 


Explanation: For a computer user, the space 
requirement is typically 30 to 35 sq. ft. per reader. 


Q250: How much space is generally required 
for storing 100 books? 


a) 5 ft. 
b) 10 ft. 
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c) 15 ft. 
d) 20 ft. 


Answer: b) 10 ft. 


Explanation: The space requirement for storing 
100 books is generally 10 ft. 


Q251: What factor has an impact on the space 
requirement for the library collection? 


a) Ratio of printed to digital resources 
b) The height of the shelving system 
c) The color of the book covers 

d) The type of flooring used 


Answer: a) Ratio of printed to digital resources 


Explanation: The ratio of e-journals and e-books 
to printed materials impacts the space requirement 
for the library collection. 


Q252: Which of the following is NOT a factor 
to consider when calculating library space 
requirements? 


a) Library policy regarding access to stacks 

b) Net growth rate of collection 

c) Availability of auxiliary space 

d) Color scheme of the library's interior design 


Answer: d) Color scheme of the library's 
interior design 


Explanation: The color scheme of the library’s 
interior design is not a factor in calculating space 
requirements; the other options are relevant factors. 


Q253: What is the generally accepted ratio 
between space for reading material and space 
for the user community in a library? 


a) 30:70 
b) 40:60 
c) 50:50 
d) 60:40 


Answer: b) 40:60 
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Explanation: The generally accepted norm for 
space allocation between reading material and 
user community is a ratio of 40:60. 


Q254: According to Anthony Thompson, into 
how many areas should library departments be 
divided for effective space management? 


a) Two 
b) Three 
c) Four 
d) Five 


Answer: b) Three 


Explanation: Anthony Thompson suggests 
dividing library departments into three areas: 
Quiet Area, Talking Area, and Noisy Area. 


Q255: Which of the following considerations is 
NOT mentioned in the guidelines for internal 
allocation of space? 


a) Noise 

b) Traffic flow 

c) Security 

d) Lighting design 


Answer: d) Lighting design 
Explanation: While noise, traffic flow, and 


security are mentioned as considerations, lighting 
design is not specifically listed. 


Q256: Why should areas earmarked for study 
be situated far from the circulation area? 


a) To ensure convenience 
b) To avoid noise 

c) To facilitate interaction 
d) To enhance security 


Answer: b) To avoid noise 


Explanation: Study areas should be far from the 
circulation area to minimize noise and provide a 
quiet environment. 
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Q257: What should be considered when placing 
working areas in relation to movement in and 
out of the library? 


a) Noise levels 

b) Traffic flow 

c) Security 

d) Furniture arrangement 


Answer: b) Traffic flow 


Explanation: Traffic flow is important to consider 
for the placement of working areas to ensure 
smooth movement in and around the library. 


Q258: What does the space requirement for 
electronic and electrical equipment in a library 
typically include? 


a) Special light and fresh air 
b) High ceilings 

c) Artistic decor 

d) Large floor space 


Answer: a) Special light and fresh air 


Explanation: Electronic and electrical equipment 
spaces require special light, provision of fresh air, 
and electrical connectivity. 


Q259: How does the requirement for 
interaction between staff and users affect space 
allocation? 


a) It determines the size of the storage area 

b) It influences the location and prominence of the 
enquiry/information desk 

c) It affects the color scheme of the library 

d) It decides the type of flooring used 


Answer: b) It influences the location and 
prominence of the enquiry/information desk 


Explanation: The need for interaction between 
staff and users impacts the location and 
prominence of the enquiry/information desk. 


BLIE 226 BLOCK 2 UNIT 7 LIBRARY FUNCTIONS AND OPERATIONS 


Q260: Why might a library need to adopt a 
very formal arrangement of seating and 
shelving space? 


a) To enhance aesthetic appeal 
b) To economize the use of space 
c) To increase visitor capacity 
d) To improve staff interaction 


Answer: b) To economize the use of space 


Explanation: A formal arrangement of seating and 
shelving space is often required to make 
economical use of the available space in a library. 


Q261: How does the availability of natural light 
affect the interior design and furnishing of a 
library? 


a) It influences the choice of wall colors 

b) It determines the need for additional light aids 
c) It impacts the type of flooring used 

d) It dictates the selection of library equipment 


Answer: b) It determines the need for additional 
light aids 


Explanation: The availability of natural light 
influences the need for additional lighting aids in 
areas with tinted windows or insufficient natural 
light. 


Q262: What is an important consideration for 
different functional areas of a library regarding 
lighting? 


a) Uniform lighting levels across all areas 

b) Different light levels according to the function 
of the area 

c) High-intensity lighting for all areas 

d) Use of decorative lighting 


Answer: b) Different light levels according to 
the function of the area 


Explanation: Different functional areas of a library 
require different light levels to meet their specific 
needs. 
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Q263: What is the primary factor affecting the 
space allocated for various areas in a library? 


a) Number of library staff 

b) Type of library materials 

c) Extent of automation carried out by the library 
d) Size of the library collection 


Answer: c) Extent of automation carried out by 
the library 


Explanation: The extent of automation in a library 
affects how space is allocated for different areas 
such as circulation, reference, and study areas. 


Q264: According to Prof. P.N. Kaula’s 
proposal, what type of area is designated for 
handling non-book materials? 


a) Collection Storage Area 

b) Reference and Bibliography Area 
c) Special Collection Area 

d) Administrative Areas/Staff Activity 


Answer: c) Special Collection Area 


Explanation: The Special Collection Area is 
designated for rare materials, photographs, local 
history, art books, non-book materials, and private 
papers of eminent people. 


Q265: What does the financial aspect of library 
building planning emphasize? 


a) Increasing the number of books in the 
collection 

b) Securing a considerable sum of money and 
staying within the agreed budget 

c) Expanding the range of electronic materials 
d) Enhancing the aesthetic design of the library 


Answer: b) Securing a considerable sum of 
money and staying within the agreed budget 


Explanation: Financial resources are crucial in 
finalizing building proposals, and the expenditure 
must be kept within the agreed budget. 
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Q266: Which area in a library would typically 
include space for textbook storage and study? 


a) Circulation Area 

b) Textbook storage-cum Study Area 
c) Public Catalogue Area 

d) Technical Processing Area 


Answer: b) Textbook storage-cum Study Area 


Explanation: The Textbook storage-cum Study 
Area is designated for storing textbooks and 
providing space for study. 


Q267: What is the first step in the process of 
planning a library building? 


a) Writing a proposal 

b) Conducting user studies 

c) Developing a design plan 

d) Formulating an idea for the library building 


Answer: d) Formulating an idea for the library 
building 


Explanation: The process begins with the librarian 
formulating an idea for the library building, which 
is then developed into a written proposal. 


Q268: According to Prof. Kaula, what does the 
pre-planning brief describe? 


a) The construction cost and contractor details 

b) The philosophy, principles, requirements, and 
limitations of the proposed building 

c) The color scheme and interior decoration plans 
d) The daily operational procedures of the library 


Answer: b) The philosophy, principles, 
requirements, and limitations of the proposed 
building 


Explanation: The pre-planning brief includes the 
philosophy, principles, requirements, and 
limitations of the proposed library building. 


Q269: Which of the following is NOT a 
consideration for developing a written proposal 
for a library building? 
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a) Observing adoption of space in existing libraries 
b) Study of existing literature on library design 
c) Detailed financial projections for library 
operations 

d) Consultation with internal staff and experts 


Answer: c) Detailed financial projections for 
library operations 


Explanation: While financial considerations are 
important, detailed financial projections for library 
operations are not typically part of the written 
proposal development phase but are crucial later in 
the planning process. 


Q270: What should be included in the pre- 
planning brief about the type of library? 


a) The annual budget and funding sources 

b) The nature of users and their preferences 

c) The library's status, such as whether it is a new 
or developing library 

d) The design and color scheme of the library 
interiors 


Answer: c) The library's status, such as whether 
it is a new or developing library 


Explanation: The pre-planning brief should 
include the library's status, such as whether it is a 
new developing library or a new service being 
started. 


Q271: Why is it important to study user 
behavior and preferences in library planning? 


a) To determine the color scheme of the library 
b) To select appropriate furniture for the library 
c) To understand the usage patterns and needs for 
e-sources versus print sources 
d) To finalize the library's architectural style 


Answer: c) To understand the usage patterns 
and needs for e-sources versus print sources 


Explanation: Studying user behavior and 
preferences helps in understanding usage patterns 
and the shift towards e-sources versus print 
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sources, which informs the design and services of 
the library. 


Q272: What is the focus of the Preplanning 
Stage in the construction of a library building? 


a) Writing and developing the architect's brief 
b) Assessing the need, considering alternatives, and 


securing financial resources 
c) Translating the conceptual brief into working 
drawings 


d) Erecting the building structure 


Answer: b) Assessing the need, considering 
alternatives, and securing financial resources 


Explanation: The Preplanning Stage involves 
assessing the need for the building, considering 
alternatives, and securing financial resources, 
primarily the librarian's responsibility. 


Q273: Which stage involves the translation of 
the conceptual brief into a working drawing? 


a) Planning Stage 

b) Design Stage 

c) Construction Stage 

d) Post Occupancy & Evaluation Stage 


Answer: b) Design Stage 


Explanation: The Design Stage is where the 
conceptual brief is translated into working 
drawings, involving both the architect and the 
librarian. 


Q274: At which stage of library building 
development does the actual construction of the 
building occur? 


a) Planning Stage 

b) Design Stage 

c) Construction Stage 
d) Occupancy Stage 


Answer: c) Construction Stage 
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Explanation: The Construction Stage is where the 
actual erection of the building takes place, 
involving the builder, architect, and librarian. 


Q275: Who is responsible for making the 
building operational and moving in during the 
Occupancy Stage? 


a) Architect and builder 

b) Librarian, furniture, equipment, and systems 
suppliers 

c) Librarian and the users 

d) Architect and builder 


Answer: b) Librarian, furniture, equipment, 
and systems suppliers 


Explanation: During the Occupancy Stage, 
responsibility falls to the librarian, furniture, 
equipment, and systems suppliers to make the 
building operational and to handle the moving in 
process. 


Q276: Which stage includes evaluating the 
building in relation to the original idea or pre- 
planning brief? 


a) Design Stage 

b) Construction Stage 

c) Post Occupancy & Evaluation Stage 
d) Planning Stage 


Answer: c) Post Occupancy & Evaluation Stage 
Explanation: The Post Occupancy & Evaluation 
Stage involves evaluating the building against the 


original idea or pre-planning brief, including input 
from the librarian, architect, builder, and users. 


Q277: True or False: The sequence of stages in 
library building development must always be 
followed strictly without any revisions. 


Answer: False 


Explanation: The actual operation of construction 
may not always proceed in the exact sequence 
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described, as revisions in design may occur at any 
stage. 


More info: The British Commission for 
Architecture and Built Environment has split the 
stages for construction into six stages: 


i) Preplanning Stage: Assessing the need, 
thinking about alternatives, making a case 
and securing financial resources 
(librarians job). 

ii) Planning Stage: Writing and developing 
architects brief, selection of architect and 
selection of site (librarian and architect). 

iii) Design Stage: Translating the conceptual 
brief into a working drawing (architect and 
the librarian). 


iv) Construction Stage: The erection of the 
building (builder, architect and _ the 
librarian). 


v) Occupancy Stage: Moving in and making 
the building operational _ (librarian, 
furniture, equipment and __ systems 
suppliers, removers). 

vi) Post Occupancy & Evaluation Stage: 
(Librarian, architect, builder and_ the 
users). The actual operation of 
construction may not proceed exactly in 
the above-described sequence as revision 
in design may become necessary and occur 
at any Stage. 


Q278: Who are the initial members typically 
included in a library building planning 
committee? 


a) Librarian, architect, library authority 
representative, engineer, senior staff 

b) Librarian, interior designer, user community 
representative, senior staff 

c) Librarian, architect, financial advisor, 
engineer, construction workers 

d) Librarian, user community representative, 
financial advisor, construction manager 


Answer: a) Librarian, architect, library 
authority representative, engineer, senior staff 
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Explanation: The initial members of the building 
planning committee generally include the 
librarian, architect, a representative of the library 
authority, an engineer, and one or two senior staff 
members of the library. 


Q279: At what stage might representatives of 
the user community and an interior designer be 
involved in the library building planning 
committee? 


a) Initial planning stage 
b) Design stage 

c) Construction stage 

d) post-occupancy stage 


Answer: b) Design stage 


Explanation: The involvement of representatives 
of the user community and an interior designer is 
typically most productive at the design stage of the 
library building planning process. 


Q280: True or False: The composition of the 
library building planning committee remains 
unchanged throughout the entire construction 
process. 


Answer: False 


Explanation: The composition of the building 
planning committee may undergo changes as the 
work of construction progresses and as new needs 
arise. 


Q281: Which role is not typically a part of the 
initial library building planning committee? 


a) Financial advisor 
b) Librarian 
c) Architect 
d) Engineer 


Answer: a) Financial advisor 
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Explanation: While a financial advisor may be 
important, they are not typically a part of the initial 
planning committee, which usually includes the 
librarian, architect, library authority 
representative, engineer, and senior library staff. 


Q282: Why is it important to involve a diverse 
group of representatives in the library building 
planning committee? 


a) To ensure cost minimization 

b) To provide architectural, financial, aesthetic, 
and utilitarian viewpoints 

c) To streamline the construction process 

d) To focus solely on the library’s aesthetic 
design 


Answer: b) To provide architectural, financial, 
aesthetic, and utilitarian viewpoints 


Explanation: Involving a diverse group of 
representatives ensures that the planning 
committee can provide a range of viewpoints, 
including architectural, financial, aesthetic, and 
utilitarian perspectives. 


Q283: According to McDonald, which of the 
following is NOT a characteristic that a library 
building must have? 


a) Adaptable 

b) Varied 

c) Economical 

d) Safe and Secure 


Answer: c) Economical 


Explanation: McDonald’s characteristics for a 
library building include being adaptable, varied, 
interactive, conducive, environmentally suitable, 
safe and secure, and suitable for information 
technology, but not explicitly economical. 


Q284: Which principle emphasizes that a 
library building should promote contact 
between users and services? 
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a) Adaptable 

b) Interactive 
c) Accessible 
d) Conducive 


Answer: b) Interactive 


Explanation: The principle of being interactive 
focuses on organizing the space in a way that 
promotes contact between users and library 
services. 


Q285: True or False: According to McDonald, a 
library building should provide a choice of 
learning environments and different media. 


Answer: True 


Explanation: McDonald states that a library 
should be varied, providing a choice of learning 
environments and different media. 


Q286: Which of the following is a general 
consideration in designing a library building 
regarding immovable features? 


a) Locate elevators, toilets, and stairs in separate 
parts of the building 

b) Place public services only on upper floors 

c) Ensure that all immovable features are 
concentrated in one area 

d) Make toilets accessible only when the library 
is open 


Answer: c) Ensure that all immovable features 
are concentrated in one area 


Explanation: General considerations include 
placing all immovable features, such as elevators, 
toilets, and stairs, in one area of the building. 


Q287: What does the term “sick building 
syndrome” (SBS) refer to in the context of 
library building design? 


a) Poor lighting conditions 
b) Inadequate stair design 
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c) Health issues related to long-term exposure to 
poor indoor air quality 
d) Unsafe electrical wiring 


Answer: c) Health issues related to long-term 
exposure to poor indoor air quality 


Explanation: “Sick building syndrome” refers to 
health issues experienced by staff due to poor 
indoor air quality in buildings. 


Q288: What is one of the health and safety 
considerations related to library equipment 
and furnishings? 


a) All electrical equipment should be visually 
appealing 

b) Adequate aisle width must be provided for 
wheelchair access 

c) Electrical equipment should be hidden from 
view 

d) No specific considerations are needed for 
equipment and furnishings 


Answer: b) Adequate aisle width must be 
provided for wheelchair access 


Explanation: Adequate aisle width between and 
around equipment and furnishings is essential to 
ensure wheelchair accessibility. 


Q289: Which design feature is important for 
maintaining air quality in a library building? 


a) Adjustable lighting levels 

b) Adequate ventilation and fresh air flow 
c) Colorful wall designs 

d) High ceilings 


Answer: b) Adequate ventilation and fresh air 
flow 


Explanation: Adequate ventilation and free flow 
of fresh air are critical for maintaining good air 
quality in a library building. 
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Q290: How should a library _ building 
accommodate users with disabilities? 


a) By providing additional lighting in all areas 
b) By ensuring the building design supports those 
with mental and_ physical impairments 
c) By offering more study rooms 
d) By limiting access to certain areas 


Answer: b) By ensuring the building design 
supports those with mental and physical 
impairments 


Explanation: The building design should support 
users with various disabilities, including those 
with sight, hearing, mobility, and learning 
impairments. 


Q291: According to the UGC Committee on 
University and College Libraries, which of the 
following is NOT listed as required library 
furniture? 


a) Book Rack 

b) Encyclopedia/Dictionary Stand 
c) Computer Desk 

d) Periodical Display Rack 


Answer: c) Computer Desk 


Explanation: The UGC Committee listed furniture 
like Book Rack, Encyclopedia/Dictionary Stand, 
and Periodical Display Rack, but a Computer Desk 
is not included in their original list. 


Q292: Which of the following types of furniture 
has become essential in libraries due to the 
increasing addition of electronic publications 
and non-book materials? 


a) Book Trolley 

b) Catalogue Cabinet 

c) Furniture for computer hardware 
d) News Papers Rack 


Answer: c) Furniture for computer hardware 


Explanation: With the rise in_ electronic 
publications and non-book materials, libraries now 
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require furniture specifically designed for 
computer hardware. 


Q293: True or False: The UGC Committee's 
report on library furniture was based on the 
assumption that most library collections 
consisted of electronic materials. 


Answer: False 


Explanation: The report was prepared when most 
of the library collection consisted of printed books, 
not electronic materials. 


Q294: Which standard organization provides 
guidelines for the fabrication of traditional 
library furniture like Book Racks and 
Catalogue Cabinets? 


a) Bureau of Indian Standards 

b) American Library Association 

c) International Organization for Standardization 
d) National Standards Authority 


Answer: a) Bureau of Indian Standards 


Explanation: The Bureau of Indian Standards 
provides guidelines for the quality and dimensions 
of traditional library furniture. 


Q295: What type of furniture is now needed to 
support library services that emphasize 
extension services? 


a) Book Display Rack 
b) Bulletin boards 

c) Side Rack for Carrels 
d) Atlas Stand 


Answer: b) Bulletin boards 


Explanation: Extension services in libraries now 
require additional items such as bulletin boards, 
signage display stands, and video conferencing 
equipment. 
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Q296: True or False: Libraries now need 
furniture capable of handling electronic 
equipment and wiring suitable for future Wi-Fi 
enabled devices. 


Answer: True 


Explanation: Modern libraries require furniture 
that can accommodate electronic equipment and 
wiring for future technologies like Wi-Fi enabled 
devices. 


Q297: Which furniture type is necessary for 
accommodating audio and video storage and 
use in libraries? 


a) Book Trolley 

b) Reference Desk 

c) Furniture for audio and video storage 
d) Charging Desk 


Answer: c) Furniture for audio and video 
storage 


Explanation: With the growing use of audio and 
video materials, libraries need furniture 
specifically designed for storing and using these 
formats. 


Q298: Which piece of furniture should be 
equipped for video conferencing and electronic 
publications reading rooms? 


a) Study Table 

b) Reference Desk 

c) Atlas Stand 

d) News Papers Rack 


Answer: b) Reference Desk 


Explanation: Reference desks and other key areas 
in libraries need to be equipped to handle video 
conferencing and electronic publications. 
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Q299: Why is the preservation of library 
materials considered as important as collection 
building? 


a) It helps in organizing materials. 
b) It ensures the survival and generation of 
knowledge. 

c) It increases the number of library users. 
d) It reduces the cost of acquiring new materials. 


Answer: b) It ensures survival and generation of 
knowledge. 


Explanation: Preservation is crucial for 
maintaining the library's role as a repository of 
knowledge and ensuring the survival of its 
collections for future generations. 


Q300: Which of the following is NOT a factor 
contributing to the deterioration of library 
materials? 


a) Light 

b) Temperature 

c) Environmental pollutants 
d) Cataloging methods 


Answer: d) Cataloging methods 


Explanation: While light, temperature, 
environmental pollutants, and biological agents 
contribute to deterioration, cataloging methods do 
not directly cause physical damage to materials. 


Q301: What were the primary focuses of 
libraries before the middle of the last century? 


a) Preservation and digitization 

b) Acquisition and organization 

c) Technology integration and user engagement 
d) Extension services and outreach 


Answer: b) Acquisition and organization 


Explanation: Prior to the mid-20th century, 
libraries primarily focused on acquisition and 
organization, with preservation being less 
emphasized as a planned mission. 


Q302: True or False: The basic purpose of a 
library collection includes serving as a source of 
information and knowledge and functioning as 
a place of accumulation of human knowledge. 


Answer: True 


Explanation: Libraries serve to provide 
information and knowledge and act as repositories 
of human knowledge and cultural heritage. 


Q303: What is one of the functions that libraries 
perform to serve their purpose? 


a) Provide access to resources and services 
b) Manage external relations 

c) Develop marketing strategies 

d) Conduct fundraising events 


Answer: a) Provide access to resources and 
services 


Explanation: Libraries provide access to their 
resources and services as one of their primary 
functions to fulfill their purpose. 


Q304: True or False: Before the mid-20th 
century, libraries had a deliberate focus on 
preservation as a primary aspect of library 
management. 


Answer: False 


Explanation: Before the mid-20th century, 
preservation was not a primary focus; it was 
implied but not actively planned as a significant 
part of library management. 


Q305: What was one of the methods used by 
libraries before the mid-20th century to ensure 
the safety of materials? 


a) Digital backups 
b) Sorting resources by size and nature 


c) Using climate control systems 
d) Implementing barcode scanning 


Answer: b) Sorting resources by size and nature 
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Explanation: Libraries sorted resources by size, 
nature, and category to ensure their safety and 
prevent damage. 


Q306: How is preservation now integrated into 
library management compared to the past? 


a) It is a minor aspect of management. 

b) It is considered as important as acquisition and 
organization. 

c) It is only relevant for rare materials. 

d) It focuses solely on digital resources. 


Answer: b) It is considered as important as 
acquisition and organization. 


Explanation: Preservation is now recognized as an 
integral part of library management, on par with 
acquisition and organization. 


Q307: According to Sir Hilary Jenkinson, what 
was the primary duty of an archivist? 


a) Cataloging documents 

b) Safeguarding archives and their custody 
c) Providing access to archival materials 
d) Organizing archival collections 


Answer: b) Safeguarding archives and their 
custody 


Explanation: Sir Hilary Jenkinson emphasized that 
the primary duty of an archivist is to ensure the 
safeguarding and custody of archives. 


Q308: True or False: Historically, preservation 
in libraries was primarily concerned with 
binding damaged books and laminating fragile 
documents. 


Answer: True 


Explanation: Preservation efforts in the past 
mainly involved binding damaged books and 
laminating fragile materials, with less focus on 
comprehensive preservation strategies. 


Q309: What significant publication in 1959 
highlighted the need for better preservation 
practices in libraries? 


a) Conservation of Library Materials 

b) Library Policy for Preservation 

c) Deterioration of Book Stock: Causes and 
Remedies 

d) Preservation Techniques for Rare Documents 


Answer: c) Deterioration of Book Stock: Causes 
and Remedies 


Explanation: William J. Barrow's publication 
"Deterioration of Book Stock: Causes and 
Remedies" in 1959 brought attention to the 
deterioration issues faced by libraries due to the use 
of lignin in paper. 


Q310: What chemical substance in wood pulp 
paper contributes to its deterioration over time? 


a) Cellulose 

b) Lignin 

c) Hemicellulose 
d) Chlorine 


Answer: b) Lignin 


Explanation: Lignin, a chemical substance in wood 
pulp paper, is unstable and deteriorates when 
exposed to high temperature and humidity, leading 
to the deterioration of books. 


Q311: Which library launched a massive de- 
acidification program due to the loss of books 
from deterioration? 


a) The British Library 

b) The Library of Congress 

c) The National Library of France 
d) The European Library 


Answer: b) The Library of Congress 


Explanation: The Library of Congress initiated a 
massive de-acidification program after finding that 
it was losing about 77,000 books a year due to poor 
quality paper. 


Q312: What was the purpose of the film "Slow 
Fire" made in 1987? 
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a) To demonstrate book restoration techniques 
b) To raise general awareness about book 
deterioration 

c) To provide training on preservation methods 
d) To showcase successful preservation projects 


Answer: b) To raise general awareness about 
book deterioration 


Explanation: The film "Slow Fire" was created to 
increase general awareness about the issue of book 
deterioration and the importance of preservation. 


Q313: What was the focus of the project 
"Conservation: Need, Resources, Policies and 
Programme" supported by the British Library? 


a) Improving library cataloging systems 

b) Developing new preservation technologies 

c) Assessing preservation needs and resources in 
British libraries 

d) Establishing international preservation 
standards 


Answer: c) Assessing preservation needs and 
resources in British libraries 


Explanation: The project aimed to assess the need, 
resources, and policies for preservation in British 
libraries, providing a comprehensive approach to 
conservation. 


Q314: What did the European Community 
publish in 1988 related to library preservation? 


a) A guide on digital preservation 

b) A report on Library Policy for Preservation and 
Conservation 

c) A manual on book repair techniques 

d) A study on library space management 


Answer: b) A report on Library Policy for 
Preservation and Conservation 


Explanation: The European Community published 
a report entitled "Library Policy for Preservation 
and Conservation in European Community" in 
1988, focusing on preservation policies. 


Q315: True or False: Before the mid-20th 
century, preservation practices in libraries were 
as advanced as they are today. 


Answer: False 


Explanation: Before the mid-20th century, 
preservation practices were less advanced and 
primarily focused on binding and lamination, with 
comprehensive preservation strategies gaining 
prominence later. 


More Info 
e National and International Responses: 
o US. Initiatives: 


= The U.S. Council on Library 
Resources funded research 
projects. 


= The Library of Congress 
launched a deacidification 
program to address the loss 
of approximately 77,000 
books annually. 


o British Library Efforts: 


= Supported Dr. F. Ratcliffe’s 
project on preservation 
policies in British libraries 
(1982-1983). 


o European Community: 


= Published Library Policy for 
Preservation and 
Conservation in European 
Community in 1988. 


o U.S. Commission: 


» Established the Commission 
on Preservation and Access 
in 1986. 


o Public Awareness: 


= Released the film Slow Fire 
in 1987 to raise general 
awareness about 
preservation issues. 
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Q316: What major natural disaster in 1966 
significantly impacted the Bibliotheca 
Nazionale in Florence? 


a) Earthquake 
b) Tsunami 
c) Flood 

d) Hurricane 


Answer: c) Flood 


Explanation: The flood in the River Arno in 1966 
submerged the Bibliotheca Nazionale in Florence, 
causing extensive damage and prompting 
international rescue and restoration efforts. 


Q317: What was the purpose of UNESCO’s 
Memory of the World Programme? 


a) To digitize library collections 

b) To promote the preservation of documentary 
heritage 

c) To fund library construction projects 

d) To establish new libraries in developing 
countries 


Answer: b) To promote the preservation of 
documentary heritage 


Explanation: The Memory of the World 
Programme by UNESCO aims to promote the 
preservation of the documentary heritage of 
mankind. 


Q318: What preservation program was 
launched by IFLA at the Vienna Conference in 
1984? 


a) World Heritage Preservation Programme 
b) International Preservation Initiative 

c) Preservation and Conservation (PAC) 

d) Global Library Preservation Network 


Answer: c) Preservation and Conservation 
(PAC) 


Explanation: IFLA launched the Preservation and 
Conservation (PAC) program at the Vienna 


Conference in 1984 with the goal of ensuring the 
long-term preservation of library materials. 


Q319: Which organization’s headquarters did 
the PAC shift from and to? 


a) From the British Library to the National 
Library of Australia 

b) From the Library of Congress to the National 
Library of France 

c) From the Library of Congress to the British 
Library 

d) From UNESCO to the National Library of 
Japan 


Answer: b) From the Library of Congress to 
the National Library of France 


Explanation: PAC shifted its headquarters from 
the Library of Congress to the National Library of 
France, Paris. 


Q320: Which regional centers were opened by 
PAC? 


a) New York, Berlin, London, and Rome 

b) Washington, Caracas, Canberra, and Tokyo 
c) Beijing, New Delhi, Cairo, and Moscow 

d) Rio de Janeiro, Toronto, Vienna, and Athens 


Answer: b) Washington, Caracas, Canberra, 
and Tokyo 


Explanation: PAC has opened regional centers in 
Washington, Caracas, Canberra, and Tokyo. 


Q321: What is the name oPAC.e biennial 
newsletter published by PAC? 


a) International Library Preservation Review 
b) Global Conservation News 

c) International Preservation News 

d) World Heritage Updates 


Answer: c) International Preservation News 
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Explanation: PAC publishes a biennial newsletter 
called International Preservation News. 


Q322: What organization was established in 
India in 1984 to support conservation efforts? 


a) National Trust for Preservation 

b) Indian Cultural Heritage Foundation 

c) Indian National Trust for Art and Culture 
(INTACH) 

d) Indian Museum Conservation Society 


Answer: c) Indian National Trust for Art and 
Culture (INTACH) 


Explanation: INTACH was established in India in 
1984 and has a conservation center in collaboration 
with the National Research Laboratory for 
Conservation of Cultural Property at Lucknow. 


Q323: What were some historical causes of 
damage and deterioration in library collections? 


a) Only natural disasters 
b) Only man-made causes such as_ wars 
c) Both natural disasters and man-made causes 
d) Only silent damage through deterioration of 
materials 


Answer: c) Both natural disasters and man- 
made causes 


Explanation: Libraries have suffered damage and 
deterioration due to natural disasters, man-made 
causes like wars, and silent damage from 
deterioration of materials. 


Q324: What early 19th-century materials for 
recording words were noted for their superior 
quality? 


a) Plastic and synthetic materials 
b) Wood and parchment 

c) Paper and leather 

d) Stone tablets and clay 


Answer: c) Paper and leather 


Explanation: In the early 19th century, the quality 
of paper and leather used for recording words was 
superior and could overcome deterioration. 


Q325: According to John Durie (1650), what 
responsibilities did a librarian have? 


a) To only build collections 
b) To care for collections and dispense them for use 
c) To focus solely on the acquisition of new books 
d) To manage library finances and staffing 


Answer: b) To care for collections and dispense 
them for use 


Explanation: John Durie stated that librarians were 
responsible for building collections, caring for 
them, and dispensing them for use. 


Q326: What did Randolph G. Adams expect 
librarians to demonstrate? 


a) Efficient cataloging skills 

b) Greater appreciation of books as objects of art 
c) Advanced knowledge of new technologies 

d) Expertise in financial management 


Answer: b) Greater appreciation of books as 
objects of art 


Explanation: Randolph G. Adams _ expected 
librarians to show greater appreciation of books as 
objects of art and provide special treatment to rare 
books. 


Q327: What was one historical method used to 
protect rare books in libraries? 


a) Digital archiving 

b) Binding with synthetic materials 

c) Chaining books to almirahs 

d) Storing books in climate-controlled 
environments 


Answer: c) Chaining books to almirahs 


Explanation: Historically, rare books were 
protected by chaining them to almirahs, a practice 
still visible in some old libraries. 
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Q328: How did the focus of library services shift 
after World War II? 


a) From preservation to acquisition 

b) From preservation to access 

c) From acquisition to financial management 
d) From access to user education 


Answer: b) From preservation to access 


Explanation: After World War II, there was a shift 
towards focusing on access to new research results, 
which led to a neglect of preservation efforts. 


Q329: Why did preservation become a 
significant concern for libraries around the mid- 
20th century? 


a) Due to the rise of digital technologies 

b) Because of increased demand for books 

c) Because of the acidic nature of paper from the 
19th and early 20th centuries 

d) Due to changes in library management 
practices 


Answer: c) Because of the acidic nature of paper 
from the 19th and early 20th centuries 


Explanation: Libraries discovered that many books 
printed on acidic paper from the 19th and early 20th 
centuries were in danger of deterioration, which led 
to a heightened concern for preservation. 


Q330: What did Ranganathan (1940) call 
preservation in the context of libraries? 


a) An administrative task 
b) A technical requirement 
c) A social need 

d) A financial concern 


Answer: c) A social need 


Explanation: Ranganathan referred to preservation 
as a social need, emphasizing the importance of 
libraries as social memory. 


Q331: According to Clayton and Gorman, what 
does the term "preservation" include? 


a) Only the treatment of artifacts to extend their 
usable life 

b) All activities associated with maintaining 
resources and preserving information content 
c) The physical repair of documents 

d) The specific efforts to reverse the effects of 
destructive chemicals 


Answer: b) All activities associated with 
maintaining resources and __ preserving 
information content 


Explanation: Preservation includes all activities 
related to the maintenance of resources and 
preservation of information content, whereas 
conservation refers to the treatment of artifacts to 
extend their usable life. 


Q332: Until the last two decades of the 20th 
century, what term was used to describe all 
attempts to prevent damage to _ library 
collections? 


a) Preservation 
b) Restoration 
c) Conservation 
d) Maintenance 


Answer: c) Conservation 


Explanation: Before the last two decades of the 
20th century, the term conservation was used to 
describe all efforts to prevent damage or 
deterioration to library collections. 


Q333: What function is described as repairing 
the physical structure of a document to its 
original condition? 


a) Preservation 
b) Conservation 
c) Restoration 
d) Maintenance 


Answer: c) Restoration 


Explanation: Restoration refers to the function of 
repairing the physical structure of a document or 
artifact to its original condition. 
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Q334: According to Ratcliffe's report, what 
should libraries seek to inculcate as a major 
policy matter? 


a) Restoration 
b) Maintenance 
c) Preservation 
d) Conservation 


Answer: d) Conservation 


Explanation: Ratcliffe’s report concluded that 
libraries should seek to inculcate conservation as a 
major policy matter. 


Q335: What did Ratcliffe’s report recommend 
regarding library school curricula? 


a) Libraries should include courses on physical 
repair of documents 

b) Libraries should press for the inclusion of 
education for conservation within the curricula of 
library schools 

c) Libraries should focus solely on preservation 
techniques 

d) Libraries should develop new methods for 
digitizing documents 


Answer: b) Libraries should press for the 
inclusion of education for conservation within 
the curricula of library schools 


Explanation: The recommendation was for 
libraries to advocate for the inclusion of 
conservation education within library school 
curricula. 


Q336: What does the National Conservation 
Advisory Council in the US include in its 
definition of conservation? 


a) Only examination of items 

b) Only preservation actions 

c) Examination, preservation, and restoration 
d) Only restoration actions 


Answer: c) Examination, preservation, and 
restoration 


Explanation: The National Conservation Advisory 
Council includes examination, preservation, and 
restoration in its definition of conservation. 


Q337: According to IFLA's publication 
"Principles for the Preservation and 
Conservation of Library Materials," how 
should the terms preservation, conservation, 
and restoration be used? 


a) They should be used _ interchangeably 
b) They should be used in their specific contexts 
c) They should only refer to archival materials 
d) They should be avoided in favor of a unified 
term 


Answer: b) They should be used in their specific 
contexts 


Explanation: IFLA's publication advises using the 
terms preservation, conservation, and restoration in 
their specific contexts to accurately describe the 
different activities involved. 


More info: IFLA has used them in its publication 
Principles for the Preservation and Conservation 
of Library Materials (1986). 


Q338: What are the internal causes of 
deterioration in paper-based materials? 


a) External environmental factors 

b) The structure and composition of the material 
itself 

c) Improper handling by users 

d) Chemical treatments applied after production 


Answer: b) The structure and composition of 
the material itself 


Explanation: Internal causes of deterioration are 
related to the structure and composition of the 
material itself, such as the chemical properties of 
the paper and ink. 


Q339: What specific structural component in 
wood pulp-based paper contributes to its acidic 
nature? 


a) Length of the individual fibers 
b) Strength of bonding of fibers 
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c) Presence of lignin 
d) Process of paper making 


Answer: c) Presence of lignin 


Explanation: Lignin, a chemical ingredient in 
wood pulp, contributes to the acidic nature of the 
paper, leading to its deterioration. 


Q340: What are the two main types of 
deterioration that affect acidic paper? 


a) Corrosion and erosion 

b) Hydrolysis and oxidation 

c) Decomposition and evaporation 
d) Crystallization and sublimation 


Answer: b) Hydrolysis and oxidation 


Explanation: Acidic paper undergoes hydrolysis 
and oxidation, which are the main types of 
deterioration affecting its quality. 


Q341: What causes hydrolysis in paper-based 
materials? 


a) Presence of aluminum sulfate 

b) High temperatures 

c) Presence of iron gall ink 

d) Small particles of metals from equipment 


Answer: a) Presence of aluminum sulfate 


Explanation: Hydrolysis in paper-based materials 
is caused by the presence of aluminum sulfate, an 
acidic material used in the paper-making process. 


Q342: How does oxidation contribute to the 
deterioration of paper? 


a) By reacting with aluminum sulfate 

b) By forming sulfuric acid from iron gall ink 
c) By introducing acidic salts into the paper 

d) By incorporating metal particles from paper- 
making equipment 


Answer: d) By incorporating metal particles 
from paper-making equipment 


Explanation: Oxidation occurs due to the presence 
of small metal particles that come from paper- 
making equipment, leading to deterioration. 


Q343: What was the primary issue with ink used 
in printing from the early 19th century? 


a) It was highly acidic 

b) It caused physical damage to the paper 

c) It formed sulfuric acid through oxidation 

d) It was not compatible with modern paper types 


Answer: c) It formed sulfuric acid through 
oxidation 


Explanation: Ink made from iron gall contained 
ferrous sulfate, which, through oxidation, formed 
sulfuric acid, contributing to the deterioration of 
the paper. 


Q344: Which of the following is NOT typically 
considered an external cause of deterioration? 


a) Light 

b) Temperature 

c) Lignin in paper 
d) Humidity 


Answer: c) Lignin in paper 


Explanation: Lignin in paper is an internal cause of 
deterioration, whereas light, temperature, and 
humidity are external causes. 


Q345: According to Ross Harvey, what 
additional external cause of deterioration 
should be considered? 


a) Magnetic stray fields 
b) Acidity 

c) Bacteria 

d) Fire 


Answer: a) Magnetic stray fields 


Explanation: Ross Harvey adds magnetic stray 
fields as an important factor among external causes 
of deterioration. 
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Q346: R.S. Singh categorizes external causes of 
deterioration into four groups. Which of the 
following is NOT one of those groups? 


a) Physical agents 

b) Chemical agents 

c) Biological agents 

d) Technological agents 


Answer: d) Technological agents 


Explanation: R.S. Singh categorizes external 
causes into physical, chemical, biological, and 
accidental agents, but not technological agents. 


Q347: What are some examples of physical 
agents causing deterioration according to R.S. 
Singh? 


a) Acidity, gaseous pollutants 
b) Bacteria, fungi 

c) Light, moisture, heat 

d) Flood, fire 


Answer: c) Light, moisture, heat 


Explanation: R.S. Singh identifies light, moisture, 
and heat as physical agents causing deterioration. 


Q348: Which external cause of deterioration 
does Ranganathan identify as particularly 
damaging to libraries? 


a) Fire 

b) Water 

c) Vermin 

d) All of the above 


Answer: d) All of the above 


Explanation: Ranganathan identifies fire, water, 
and vermin as significant threats to library 
materials. 


Q349: What are the categories of external 
causes of deterioration listed by R.S. Singh? 


a) Physical agents, chemical agents, biological 
agents, accidental agents 
b) Light, temperature, humidity, human actions 


c) Acidity, moisture, fire, theft 
d) Dust, pollutants, vermin, mechanical forces 


Answer: a) Physical agents, chemical agents, 
biological agents, accidental agents 


Explanation: R.S. Singh categorizes external 
causes into physical, chemical, biological, and 
accidental agents. 


Q350: How can deterioration or destruction 
caused by external factors be addressed? 


a) By accepting the damage as_ inevitable 
b) By regularly replacing the affected materials 
c) By taking precautions in anticipation of possible 
causes 

d) By ignoring external factors and focusing on 
internal causes 


Answer: c) By _ taking precautions in 
anticipation of possible causes 


Explanation: Deterioration or destruction due to 
external causes can be checked by anticipating 
possible causes and taking precautions to prevent 
them. 


Q351: What are the three ways light can cause 
deterioration in materials? 


a) Intensity, exposure duration, and chemical 
reactions 

b) Intensity, exposure duration, and _ heat 
c) Exposure duration, chemical reactions, and 
humidity 

d) Intensity, heat, and moisture 


Answer: a) Intensity, exposure duration, and 
chemical reactions 


Explanation: Light causes deterioration through its 
intensity, the duration of exposure, and its potential 
for initiating chemical reactions. 


More info 

Aspect Details 

Biological |- Mould: Weakens and stains 
Agents paper, obliterates images, and 
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obstructs reading 
information. 

- Insects: Cockroaches, silverfish, 
termites, and beetles damage 
library materials globally. 
- Rodents: Shred pages and create 
nests in books, causing irreparable 
damage. 

- Impact: Damage often goes 
unnoticed until it is beyond 
corrective measures. 


of optical 


Air 
Pollutants 


- Gaseous Pollutants: Sulphur 
dioxide, nitrous oxide, and ozone 
from factories and vehicles cause 
deterioration through acid attack 
or oxidation. 
- Solid Pollutants: Dust, dirt, and 
sand particles are abrasive and 
support biological agent growth. 
- Impact on Mechanical 
Carriers: Dirt and dust can cause 
deviation of pickup stylus, audible 
cracks, and affect the integrity of 
carriers. 

- Impact on Magnetic Tapes and 
Discs: Dust particles can prevent 
proper contact for replay heads, 
cause head crashes, and hinder 
reading of recorded information. 


More info: Common Causes of Loss of Digital Data 


Aspect 


Details 


Common 
Causes 
Digital 
Loss 


Data 


- Digital preservation is 
of | debated due to physical 
deterioration, obsolescence of 
hardware/software, and 
failure to save crucial format 
information. 

- Digital data are less 'self- 
archiving’ than print 
documents and require more 
effort for description and 
context. 


Accidental 
Erasure 


- Data loss occurs if a file is 
accidentally closed without 
saving or overwritten while 
saving. 

- Sudden power supply issues 
during file changes can also 
lead to data loss. 


Virus and 
Worms 


- Viruses: Spread via email, 
diskettes, or CDs; can cause 
program malfunction if they 
infect a program file. 
- Worms: Corrupt hard drives 
by continuously copying 
themselves, consuming all 
available space. 


Power Failure 


- Data loss can occur if there is 
a sudden power failure and no 
UPS or battery support is 
available for computers. 


Software Life 


- Software becomes obsolete 
within 18 months to 3 years. 
- Regular data backups and 
accessible storage of system 
and software application discs 


are essential. 
- Obsolete hardware can make 
data inaccessible. 
- Examples: BBC’s 1986 


digital data and 1975 Viking 
Mars mission tapes are no 
longer accessible due to 
outdated hardware and 
software. 


Digital 
Preservation 
Challenges 


- Digital data preservation is 
experimental and fraught with 
risks and untested methods. 


Q352: What should be used to protect library 
materials from infrared radiation? 


a) Sun blinds, shutters, films, or special glass 


b) Regular curtains 


c) Light-colored paint on walls 


d) Air conditioning 
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Answer: a) Sun blinds, shutters, films, or special 
glass 


Explanation: To protect library materials from 
infrared radiation, windows should be fitted with 
sun blinds, shutters, films, or special glass. 


Q353: What is the recommended light intensity 
for fragile graphic materials? 


a) 100 lux 
b) 70 lux 
c) 50 lux 
d) 25 lux 


Answer: c) 50 lux 


Explanation: The light intensity for fragile graphic 
materials should not exceed 50 lux. 


Q354: For materials on display in show cases, 
what is the maximum allowed light intensity and 
duration? 


a) 100 lux for 6 hours 

b) 50 lux for 8 hours, not exceeding three months 
a year 

c) 70 lux for 12 hours 

d) 30 lux for 24 hours 


Answer: b) 50 lux for 8 hours, not exceeding 
three months a year 


Explanation: Materials on display in show cases 
should be exposed to 50 lux for 8 hours and must 
not exceed three months in a year. 


Q355: What are the ideal temperature and 
relative humidity levels for most library 
materials? 


a) Temperature 22°C + 2°C, Relative Humidity 
45% + 5% 
b) Temperature 18°C + 2°C, Relative Humidity 
50% + 5% 
c) Temperature 20°C + 2°C, Relative Humidity 
60% + 5% 
d) Temperature 16°C + 2°C, Relative Humidity 
55% + 5% 


Answer: b) Temperature 18°C + 2°C, Relative 
Humidity 50% +5% 


Explanation: The ideal temperature and relative 
humidity for most library materials are 18°C + 2°C 
and 50% + 5%, respectively. 


Q356: How does a decrease in temperature 
affect the life of library materials? 


a) It has no effect 

b) It halves the life of the materials 
c) It doubles the life of the materials 
d) It triples the life of the materials 


Answer: c) It doubles the life of the materials 


Explanation: Each 10°C decrease in temperature 
can double the life of library materials. 


Q357: What should be done to control high 
relative humidity in library stack areas? 


a) Install dehumidifiers and ensure proper air 
circulation 

b) Increase the temperature 

c) Add more lighting 

d) Use open windows for ventilation 


Answer: a) Install dehumidifiers and ensure 
proper air circulation 


Explanation: High relative humidity can be 
controlled by installing dehumidifiers and ensuring 
proper air circulation to prevent pockets of high 
humidity. 


Q358: How should air cleaning be managed in 
library stack areas? 


a) Use regular vacuum cleaners 

b) Ensure ongoing cleaning and dusting of the 
whole library 

c) Rely only on natural ventilation 

d) Clean only the high-traffic areas 


Answer: b) Ensure ongoing cleaning and 
dusting of the whole library 
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Explanation: Ongoing cleaning and dusting of the 
whole library help ensure minimum deterioration 
caused by dust particles. 


Q359: What type of vacuum cleaner should be 
used in libraries to prevent dust buildup? 


a) Regular vacuum cleaner 

b) Vacuum cleaner with absolute filters 
c) Vacuum cleaner with no filters 

d) Handheld vacuum cleaner 


Answer: b) Vacuum cleaner with absolute filters 


Explanation: A vacuum cleaner fitted with absolute 
filters should be used to prevent dust buildup. 


Q360: How can atmospheric pollutants be 
managed in libraries? 


a) By closing all windows 

b) By installing air purifiers and filtering 
incoming air 

c) By increasing the temperature 

d) By using more light sources 


Answer: b) By installing air purifiers and 
filtering incoming air 


Explanation: Atmospheric pollutants can be 
managed by installing air purifiers and filtering the 
air coming from outside. 


Q361: What should be regularly checked as part 
of building maintenance in libraries? 


a) Only the drainage pipes 

b) Only the roof 

c) Drainage pipes, roof, electric fittings, and 
equipment 

d) Just the electric fittings 


Answer: c) Drainage pipes, roof, electric fittings, 
and equipment 


Explanation: Regular maintenance includes 
checking drainage pipes, the roof, electric fittings, 
and equipment for proper functioning and 
necessary repairs. 


Q362: How should photographs be stored for 
preservation? 


a) In regular paper envelopes 

b) In envelopes or boxes free from lignin and 
oxidative residual chemicals 

c) In plastic bags 

d) In direct sunlight 


Answer: b) In envelopes or boxes free from 
lignin and oxidative residual chemicals 


Explanation: Photographs should be stored in 
envelopes or boxes free from lignin and oxidative 
residual chemicals to ensure their preservation. 


Q363: What is the recommended storage 
practice for passive collection photographs? 


a) At room temperature 

b) At very high temperature 
c) At very low temperature 
d) In a humid environment 


Answer: c) At very low temperature 


Explanation: Passive collection photographs, 
comprising the originals, should be kept at very low 
temperature to preserve their quality. 


Q364: Who should handle phonograph 
cylinders and shellac discs to prevent damage? 


a) Any library staff member 
b) General public 

c) Specialist personnel 

d) Volunteers 


Answer: c) Specialist personnel 


Explanation: Phonograph cylinders and shellac 
discs should be handled by specialist personnel to 
prevent distortion of their grooves. 


Q365: What should be done to prevent damage 
to magnetic tapes? 


a) Allow frequent replaying 
b) Maintain replaying equipment professionally 
and protect tapes from dust 
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c) Store tapes in direct sunlight 
d) Use any available equipment for replaying 


Answer: b) Maintain replaying equipment 
professionally and protect tapes from dust 


Explanation: Magnetic tapes should be protected 
from dust, and replaying equipment should be 
maintained professionally to avoid damage. 


Q366: How should optical carriers like CDs and 
DVDs be stored? 


a) In direct sunlight 

b) In special storage cartridges 
c) In any available case 

d) Exposed to high temperatures 


Answer: b) In special storage cartridges 


Explanation: Optical carriers should be stored in 
special storage cartridges to protect them from 
temperature fluctuations and dust. 


Q367: What is a potential issue with light 
exposure for recordable and erasable optical 
discs? 


a) Light may enhance the dye layers 
b) Light may affect the dye layers 
c) Light has no effect on dye layers 
d) Light may improve readability 


Answer: b) Light may affect the dye layers 


Explanation: Light exposure can affect the dye 
layers used in recordable and erasable optical discs. 


Q368: What are the two preservation methods 
suggested for electronic publications? 


a) Technology preservation strategy and physical 
migration 

b) Digital migration strategy and software updates 
c) Technology preservation strategy and digital 
migration strategy 

d) Hardware replacement and digital storage 


Answer: c) Technology preservation strategy 
and digital migration strategy 


Explanation: The two suggested preservation 
methods for electronic publications are the 
technology preservation strategy (preserving 
original software and hardware) and the digital 
migration strategy (re-encoding digital information 
in new formats). 


More info: 


Aspect Details 


Maintenance - Building: Regular checks 
on drainage pipes, roof, 
electrical fittings, etc., for 
proper functioning and 
necessary repairs. 
- Collection: Regular 
checking to identify items 
for binding, repair, or 
transfer to rare collection. 
- Equipment: Regular 
inspection to prevent 
accidents. 

- Emergency Plan: 
Regular inspection of the 
library’s emergency plan. 
- Physical Maintenance: 
Includes preventive 
preservation, discussed in 
detail later in the unit. 


Preventive - Photographs: Store in 
Preservation: lignin-free envelopes or 
Special Category | boxes. 

Documents - Active Collection: 
Surrogates available for 
general use. 
- Passive Collection: 
Originals kept at very low 
temperatures. 


Mechanical 
Carriers 


- Phonograph Cylinders 
and Shellac Discs: Handle 
only by specialists to avoid 
distortion; protect from 
careless handling of replay 
equipment. 


Magnetic Tapes |- Damage Prevention: 
Maintain replay equipment 
professionally to prevent 
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malfunctioning. 

- Dust Protection: Keep 
magnetic tapes dust-free to 
ensure proper contact with 
replay heads. 


Optical Carriers |- Types: Includes CD 
ROM, CD-I, CD-V, Optical 
Discs, Tapes, and DVD. 
- Temperature and 
Humidity: Affected by 
extreme conditions. 
- Handling: CDs must be 
handled carefully and 
stored in special cartridges. 
- Light Exposure: May 
affect dye layers in 
recordable and _ erasable 
discs. 

- Dust and Dirt: Can 
prevent proper reading of 
recorded information. 


Electronic - Off-line: Subject to 
Publications deteriorating factors similar 
to magnetic carriers. 
- On-line: Challenges 
include acquisition, 
selection, storage, and 
access rather than 
preservation. 

- Preservation Methods: 
- Technology 
Preservation: Preservation 
of original software and 


hardware. 
- Digital Migration: Re- 
encoding digital 


information in new formats 
before the old formats 
become obsolete. 


Q369: What are the two aspects of library 
materials that preservation deals with? 


a) Artifact and intellectual content 

b) Format and technology 

c) Physical condition and digital access 
d) Author and publisher 


Answer: a) Artifact and intellectual content 


Explanation: Preservation of library materials 
involves dealing with both the artifact (physical) 
and intellectual content aspects. 


Q370: When a document is considered more 
important as an artifact, what might be 
overlooked? 


a) The body of the document 
b) Its intellectual content 

c) Its historical significance 
d) Its binding style 


Answer: b) Its intellectual content 


Explanation: Sometimes, the value of the artifact is 
prioritized over the intellectual content, leading to 
preservation efforts focused on the physical aspect. 


Q371: What does refurbishing involve in the 
context of library collection maintenance? 


a) Only cleaning books 

b) Cleaning books, shelves, surroundings, and 
equipment 

c) Replacing old books 

d) Upgrading digital catalog systems 


Answer: b) Cleaning _ books, 
surroundings, and equipment 


shelves, 


Explanation: Refurbishing involves thorough 
cleaning of books, shelves, surroundings, and 
equipment, and may reveal the need for 
replacements or repairs. 


Q372: How frequently should refurbishing be 
carried out according to Ross Harvey? 


a) Monthly 

b) Annually 

c) Every few years 
d) Weekly 


Answer: c) Every few years 
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Explanation: Refurbishing should be carried out 
every few years to maintain the library materials 
and environment. 


Q373: What is the main difference between 
refurbishing and ongoing collection 
maintenance? 


a) Refurbishing is a one-time process, while 
ongoing maintenance is continuous. 

b) Refurbishing is done annually, while ongoing 
maintenance is done every few years. 

c) Refurbishing is a gap process, while ongoing 
maintenance involves year-round activities. 

d) Ongoing maintenance is only for digital 
materials, while refurbishing is for physical 
materials. 


Answer: c) Refurbishing is a gap process, while 
ongoing maintenance involves year-round 
activities. 


Explanation: Refurbishing is done periodically, 
whereas ongoing collection maintenance is a 
continuous, year-round process. 


Q374: What is the purpose of ongoing collection 
maintenance? 


a) To replace outdated equipment 

b) To clean and tidy up books and make them 
upright 

c) To digitize old collections 

d) To refurbish the library building 


Answer: b) To clean and tidy up books and 
make them upright 


Explanation: Ongoing collection maintenance 
focuses on regular cleaning, tidying up books, and 
ensuring they are in an upright position. 


Q375: What is the first step in the repair work 
of library materials? 


a) Patching torn areas with paper 

b) Cleaning the materials 

c) Identifying the need for binding 

d) Transferring books to rare collection 


Answer: b) Cleaning the materials 


Explanation: The first step in repair work is 
cleaning the materials before addressing torn areas 
or other issues. 


Q376: What type of paper is recommended for 
repairing library materials? 


a) Standard office paper 

b) Lignin-containing paper 

c) Strong, acid-free, and near-transparent paper 
d) Newspaper paper 


Answer: c) Strong, acid-free, and _near- 
transparent paper 


Explanation: For repairing library materials, 
strong, acid-free, and near-transparent paper is 
recommended, such as Japanese paper. 


Q377: What kind of adhesive should be used for 
repairing library materials? 


a) Any general-purpose glue 
b) Good archival type adhesive 
c) Rubber-based adhesive 

d) School glue 


Answer: b) Good archival type adhesive 


Explanation: A good archival type adhesive should 
be used for repairing library materials to ensure 
long-term preservation. 


Q378: What is the primary purpose of 
reformatting preservation? 


a) To restore the original physical form of materials 
b) To make the intellectual content accessible for 
future use 
c) To improve the aesthetic value of materials 
d) To increase the economic value of materials 


Answer: b) To make the intellectual content 
accessible for future use 


Explanation: Reformatting aims to transfer the 
intellectual content into a new form to ensure future 
accessibility, especially when the original material 
is beyond repair or too valuable. 
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Q379: What are the four main reasons for 
reformatting materials? 


a) Physical condition, usage, rarity, and value 
b) Age, genre, author, and _ condition 
c) Size, binding type, color, and content 
d) Format, language, edition, and publisher 


Answer: a) Physical condition, usage, rarity, 
and value 


Explanation: The four main reasons for 
reformatting are the physical condition of the 
material, its usage, rarity, and its economic, 
aesthetic, historical, or other value. 


Q380: Which reformatting method is preferred 
due to its durability and ease of storage? 


a) Photocopy 

b) Digital form 

c) Microfilm 

d) Handwritten copy 


Answer: c) Microfilm 


Explanation: Microfilm is preferred for its 
durability, ease of storage, and lack of need for 
specific hardware or software for use compared to 
photocopy and digital forms. 


Q381: Why is it important to maintain a 
complete bibliographic record of reformatted 
materials? 


a) To enhance the material's aesthetic appeal 
b) To avoid repetition of the reformatting process 
c) To improve the material's economic value 
d) To increase the material's usage 


Answer: b) To avoid repetition of the 
reformatting process 


Explanation: Maintaining a complete bibliographic 
record ensures that reformatting is not repeated for 
materials already processed, thus saving resources 
and effort. 


Q382: What is a key objective of binding library 
materials? 


a) To make materials more expensive 

b) To enhance the aesthetic appeal of materials 
c) To avoid damage from mishandling and wear 
and tear 

d) To increase the number of materials in the 
collection 


Answer: c) To avoid damage from mishandling 
and wear and tear 


Explanation: Binding aims to protect materials 
from damage due to mishandling and wear and tear, 
ensuring their longevity and usability. 


Q383: Which type of materials typically 
requires binding even before being shelved for 
use? 


a) Rare books 

b) Small pamphlets and paperback textbooks 
c) Digital files 

d) Microfilm collections 


Answer: b) Small pamphlets and paperback 
textbooks 


Explanation: Small pamphlets and paperback 
textbooks often require binding before being 
shelved to ensure they remain in good condition 
and usable. 


Q384: What does major binding work in 
libraries often involve? 


a) Digitizing rare collections 

b) Binding books and periodicals 
c) Repairing electronic publications 
d) Cataloging new acquisitions 


Answer: b) Binding books and periodicals 


Explanation: Major binding work in libraries 
focuses on binding books, and periodicals once a 
volume is complete, as well as addressing 
deterioration due to heavy use. 
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Q385: What is one of the objectives of binding 
library materials related to their appearance? 


a) To preserve the historical context 
b) To avoid a shabby appearance 

c) To enhance the economic value 
d) To improve the storage conditions 


Answer: b) To avoid a shabby appearance 


Explanation: Binding helps prevent materials from 
looking shabby and ensures they maintain an 
attractive appearance for users. 


More info: Types of Binding 


Aspect Details 

Reinforced - Forwarding: Covers 

Binding operations required to 

Process complete the binding. 
- Finishing: Involves 


embellishing the binding with 
title and decoration. 


- Procedure: Books should be 
collated for completeness of 
pages and correct sequence. 
- Restoration: Worn out, 
soiled, torn, and damaged 
pages should be restored with 
Japanese tissue paper before 
binding. 


Collation 


- Method: Sew one sheet at a 
time. 

- Materials: Use unbleached 
linen and threads. 
- Special Handling: Separate 
leaves, plates, etc., should be 
mounted on linen guards and 
sewn like a section. 


Sewing 


End Papers - Quality: Use tough, opaque 
paper of approved mild color 


for end papers. 


Cutting Edges | - Precision: Edges should be 
cut accurately, leaving a 
margin. 


Forwarding - Joint: Use French joint for 


all books unless advised 


otherwise. 

- Backs: Should be tight or 
close flexible with covering 
material attached directly to 
the back. 

- Tapes: Firmly inserted 
between split boards. 


Lettering - Finishing: Lettering should 
be impressed in best gold 
directly onto the materials 


covering the book. 


Q386: What type of paper should be used for 
end papers in binding? 


a) Thin, colored paper 

b) Tough, opaque paper of approved mild color 
c) Glossy, patterned paper 

d) Transparent, decorative paper 


Answer: b) Tough, opaque paper of approved 
mild color 


Explanation: End papers used in binding should be 
tough and opaque with an approved mild color to 
ensure durability and protection. 


Q387: What is the proper way to cut edges 
during the binding process? 


a) With uneven margins for a rustic look 
b) Accurately, leaving a margin 

c) Randomly, to save time 

d) To match the size of the cover exactly 


Answer: b) Accurately, leaving a margin 


Explanation: Edges should be cut accurately while 
leaving a margin to ensure a neat and professional 
finish. 


Q388: How should books be forwarded 
according to standard binding practices? 


a) With loose backs and no __ joint 
b) With French joint and tight or close flexible 
backs, covering material attached directly to the 
back 

c) With separate tapes and loosely attached 
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covering 
d) With a single layer of tape only 


Answer: b) With French joint and tight or close 
flexible backs, covering material attached 
directly to the back 


Explanation: Books should have a French joint and 
tight or close flexible back with the covering 
material attached directly to the back to ensure 
durability. 


Q389: What is the recommended method for 
lettering (finishing) on book covers? 


a) Printing in plain ink 

b) Using stickers 

c) Imprinting in the best gold directly onto the 
cover material 

d) Handwritten notes 


Answer: c) Imprinting in the best gold directly 
onto the cover material 


Explanation: Lettering, or finishing, should be 
impressed in the best gold directly onto the cover 
material to ensure a high-quality appearance. 


Q390: Why is it important to consider the pH 
value of materials used in binding? 


a) To ensure materials are aesthetically pleasing 
b) To prevent adverse reactions with environmental 
conditions and ensure durability 
c) To match the color of the binding materials 
d) To simplify the binding process 


Answer: b) To prevent adverse reactions with 
environmental conditions and ensure durability 


Explanation: The pH value is important to prevent 
adverse reactions with environmental conditions 
and to ensure the long-term durability of the 
binding materials. 


Q391: What type of adhesive is recommended 
for binding fine, old, and valuable books? 


a) Synthetic glues 
b) Paste of root and cereal origin 


c) Organic gelatin and flexible glue 
d) Regular office glue 


Answer: c) Organic gelatin and flexible glue 


Explanation: Organic gelatin and flexible glue are 
recommended for fine, old, and valuable books due 
to their ease of repair and compatibility with 
archival standards. Synthetic glues should be 
avoided in these cases. 


Q392: Why have synthetic glues become 
popular among binders since the middle of the 
last century? 


a) They are cheaper and more readily available 
b) They are easier to apply and dry faster 
c) They provide stronger adhesion for various 
binding operations 
d) They are more flexible and easier to repair 


Answer: c) They provide stronger adhesion for 
various binding operations 


Explanation: Synthetic glues are popular due to 
their strong adhesion properties, making them 
suitable for various binding operations, though 
they should be avoided for fine, old, and valuable 
books. 


Q393: What is the primary use of mull in 
bookbinding? 


a) To enhance the decorative appearance of books 
b) To reinforce any material to which it is attached 
by an adhesive, especially the spine of books and 
maps 

c) To add color to book covers 
d) To serve as a replacement for leather in book 
covers 


Answer: b) To reinforce any material to which it 
is attached by an adhesive, especially the spine 
of books and maps 


Explanation: Mull is used to reinforce materials by 
attaching it with adhesive, particularly for 
strengthening the spine of books and reinforcing 
maps and documents. 
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Q394: Which type of cloth is commonly used as 
a cover for high-quality binding? 


a) Mull 

b) Rexine 
c) Buckram 
d) Vellum 


Answer: c) Buckram 


Explanation: Buckram, a closely woven linen or 
cotton cloth, is used as a cover for high-quality 
binding due to its durability and quality. 


Q395: What is the primary characteristic of 
Morocco leather used in bookbinding? 


a) It is very transparent 

b) It is derived from cowhide 

c) It is made from goatskin and is popular for 
quality bindings 

d) It is used mainly for decorative purposes only 


Answer: c) It is made from goatskin and is 
popular for quality bindings 


Explanation: Morocco leather, made from 
goatskin, is renowned for its quality and durability, 
making it popular for high-quality bookbinding. 


Q396: What should be the minimum pH value 
of paper used for binding to ensure durability? 


a) 4.0 
b) 5.0 
c) 5.5 
d) 6.0 


Answer: c) 5.5 


Explanation: Paper used for binding should have a 
minimum pH value of 5.5 to ensure that the binding 
is sound and lasting. 


Q397: Which thread is preferred for reinforced 
binding due to its strength? 


a) Cotton thread 
b) Synthetic thread 


c) Linen thread 
d) Wool thread 


Answer: c) Linen thread 


Explanation: Linen thread, made from flax fiber, is 
much stronger than cotton thread and is preferred 
for reinforced binding due to its durability. 


Q398: What is a recommended practice for 
binding periodicals? 


a) Binding all issues together without any special 
consideration 

b) Wrapping in a bundle and putting in boxes to 
provide safety and ease of use 
c) Binding without removing advertisements 
d) Binding them individually as separate books 


Answer: b) Wrapping in a bundle and putting in 
boxes to provide safety and ease of use 


Explanation: Wrapping periodicals in bundles and 
putting them in boxes can provide safety and ease 
of use, though it may lead to issues like losing 
individual issues. 


Q399: What should be done before sending 
bound volumes for shelving? 


a) Discard any superfluous pages 
b) Check the quality and correctness of the binding 
style 


c) Avoid pasting any labels or book pockets 
d) Ensure that the books are not checked for 
completeness 


Answer: b) Check the quality and correctness of 
the binding style 


Explanation: Before sending bound volumes for 
shelving, it is essential to check the quality and 
correctness of the binding style and ensure 
completeness of the text. 


Q400: Why is maintaining a register of 
materials sent for binding important? 


a) To record the physical condition of books 
b) To satisfy audit requirements and keep a 
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permanent record 
c) To track the purchase cost of the materials 
d) To document the date of binding 


Answer: b) To satisfy audit requirements and 
keep a permanent record 


Explanation: Maintaining a register for materials 
sent for binding helps in satisfying audit 
requirements and keeping a permanent record of 
the binding process. 


Q401: What is the purpose of creating Under 
Size and Over Size Sequences in a library? 


a) To accommodate different types of non-book 
materials 

b) To manage books of varying dimensions 
efficiently on shelves 

c) To separate manuscripts and autographed 
classics 

d) To arrange books alphabetically by author or 
title 


Answer: b) To manage books of varying 
dimensions efficiently on shelves 


Explanation: Under Size and Over Size Sequences 
help manage books of varying dimensions 
efficiently, preventing wastage of shelf space and 
ensuring that large books are _ properly 
accommodated. 


Q402: What type of sequence is used to organize 
non-book materials like microfilms, Braille 
books, and CDs? 


a) Open Sequence 

b) Closed Sequence 

c) Non-book Material Sequence 
d) Temporary Sequence 


Answer: c) Non-book Material Sequence 


Explanation: Non-book materials such as 
microfilms, Braille books, and CDs are organized 
in a Non-book Material Sequence to accommodate 
their specific infrastructure needs. 


Q403: How are materials like manuscripts and 
autographed classics typically stored in 
libraries? 


a) In Open Sequence for easy access 

b) In Temporary Sequence for special events 

c) In Closed Sequence under strict vigilance 

d) In Alphabetical Arrangement for easy lookup 


Answer: c) In Closed Sequence under strict 
vigilance 


Explanation: Manuscripts and autographed 
classics are stored in Closed Sequences under strict 
vigilance to ensure their security. 


Q404: What is the main advantage of Classified 
Arrangement in libraries? 


a) It simplifies the arrangement of books by title 
or author 

b) It allows for the organization of materials by 
serial number 

c) It helps users browse and select materials on 
topics of their interest 

d) It is useful for arranging non-book materials 


Answer: c) It helps users browse and select 
materials on topics of their interest 


Explanation: Classified Arrangement helps users 
browse and select materials on specific topics, 
making it effective for meeting user needs and 
facilitating topic-based searches. 


Q405: In which scenario is Alphabetical 
Arrangement by author or title most useful? 


a) In large academic libraries with extensive 
collections 

b) In small libraries or libraries focusing on author 
studies 

c) In libraries with a variety of non-book materials 
d) In libraries requiring complex classification 
systems 


Answer: b) In small libraries or libraries 
focusing on author studies 
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Explanation: Alphabetical Arrangement is most 
useful in small libraries or those focusing on author 
studies due to its simplicity and ease of operation. 


Q406: What is the primary advantage of using 
Serial Number Arrangement (Accession 
Number) in a library? 


a) It allows for detailed classification of materials 
b) It simplifies the arrangement of materials in 
large libraries 

c) It is practical for small libraries with few books 
d) It facilitates thematic and permanent sequences 
for special events 


Answer: c) It is practical for small libraries with 
few books 


Explanation: Serial Number Arrangement is 
practical for small libraries or private circulating 
libraries where simplicity and ease of management 
are important. 


Q407: What is Broken Order Arrangement in 
libraries? 


a) Arrangement of books in a classified system 
b) Arrangement of fiction in alphabetical order 
within a classified system 

c) Arrangement of non-book materials in a 
specific sequence 

d) Arrangement of manuscripts and rare books in 
closed stacks 


Answer: b) Arrangement of fiction § in 
alphabetical order within a classified system 


Explanation: Broken Order Arrangement refers to 
arranging fiction alphabetically within a library 
that otherwise uses a classified system for other 
materials. 


Q408: What is the primary purpose of stock 
verification in libraries? 


a) To ensure all borrowed books are returned and to 


check the total collection 
b) To update the library catalog with new 
acquisitions 


c) To assess the quality of the books in the 


collection 
d) To conduct user satisfaction surveys 


Answer: a) To ensure all borrowed books are 
returned and to check the total collection 


Explanation: The primary purpose of stock 
verification is to ensure that all borrowed books are 
returned and to physically check the total collection 
against records. 


Q409: What typically happens to the library 
during the stock verification process? 


a) It remains open to the public for normal 
operations 

b) It is temporarily closed to the user community 
c) It undergoes a major renovation 
d) It conducts a large-scale collection evaluation 


Answer: b) It is temporarily closed to the user 
community 


Explanation: During stock verification, libraries 
are typically closed to the user community to 
facilitate the physical check of the collection. 


Q410: How is the list of missing books handled 
after stock verification? 


a) It is discarded after the verification 
b) It is prepared and placed before the authorities 
for writing off lost material 
c) It is sent to the borrowers for replacement 
d) It is used to update the library catalog 


Answer: b) It is prepared and placed before the 
authorities for writing off lost material 


Explanation: The list of missing books is prepared 
and presented to the authorities for writing off the 
lost material. 


Q411: What was the historical purpose of stock 
verification when books were scarce? 


a) To evaluate the effectiveness of library services 
b) To ensure that all copies of books were 
accounted for and secure 
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c) To increase the number of books in the collection 
d) To develop new library policies 


Answer: b) To ensure that all copies of books 
were accounted for and secure 


Explanation: Historically, stock verification aimed 
to ensure that all copies of books were accounted 
for and secure when books were scarce. 


Q412: How has the approach to. stock 
verification changed in recent years in Western 
countries? 


a) Libraries now conduct stock verification more 
frequently 

b) The focus has shifted to evaluating the impact of 
the collection on services and institutional goals 
c) Stock verification has been completely 
eliminated 

d) Libraries are now required to publish annual 
reports on book usage 


Answer: b) The focus has shifted to evaluating 
the impact of the collection on services and 
institutional goals 


Explanation: In recent years, Western countries 
have shifted from traditional stock verification to 
evaluating how well the collection supports 
services and institutional goals. 


Q413: What does the circular issued by the 
Department of Expenditure, Ministry of 
Finance, February 2, 1984, state about stock 
verification in libraries? 


a) Stock verification is no longer required for any 
libraries 

b) Libraries with collections up to 20,000 books 
must conduct annual stock taking 
c) Libraries with collections above 50,000 books 
must conduct stock verification every year 
d) Stock verification should be conducted every six 
months 


Answer: b) Libraries with collections up to 
20,000 books must conduct annual stock taking 


Explanation: The circular states that libraries with 
collections up to 20,000 books must conduct 
annual stock taking, while those with collections 
above 50,000 are allowed to verify every five 
years. 


Q414: What is the primary advantage of using 
the accession register method for stock 
verification? 


a) It is the most time-efficient method 
b) It ensures the original register remains clean 
c) It provides a reliable and accurate verification of 
resources 

d) It allows for digital record keeping 


Answer: c) It provides a reliable and accurate 
verification of resources 


Explanation: The accession register method is 
considered the most reliable and accurate for 
verifying resources, despite being cumbersome and 
tiring. 


Q415: What is a significant drawback of the 
accession register method? 


a) It is too quick to complete 
b) It does not require a team of people 
c) There is a chance of accidentally marking the 
wrong number 
d) It provides instant results without errors 


Answer: c) There is a chance of accidentally 
marking the wrong number 


Explanation: A_ significant drawback of the 
accession register method is the risk of accidentally 
marking the wrong number, which can lead to 
errors in the verification process. 


Q416: How does using a dummy of the accession 
register benefit the stock verification process? 


a) It speeds up the verification process 
b) It keeps the original accession register clean 
c) It eliminates the need for a team of people 
d) It simplifies the process of finding missing 
books 
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Answer: b) It keeps the original accession 
register clean 


Explanation: Using a dummy of the accession 
register helps keep the original register clean by 
avoiding direct marking and cutting. 


Q417: What is a notable disadvantage of using 
the dummy accession register method? 


a) It requires a digital system for recording 
b) It is a time-consuming method 

c) It eliminates the chance of errors 

d) It makes the process easier and faster 


Answer: b) It is a time-consuming method 


Explanation: The dummy accession register 
method is time-consuming because bibliographic 
details need to be added to identify missing books. 


Q418: What is the primary process in the book 
card method of stock verification? 


a) Collecting and rearranging book cards by serial 
order 

b) Digital scanning of book details 
c) Immediate replacement of missing books 
d) Direct marking on the accession register 


Answer: a) Collecting and rearranging book 
cards by serial order 


Explanation: In the book card method, the primary 
process involves collecting and arranging book 
cards by serial order, then verifying them against 
the accession register. 


Q419: How can the book card method help 
maintain the cleanliness of the accession 
register? 


a) By eliminating the need for book cards 
b) By avoiding direct marking on the accession 
register 

c) By using a digital system for verification 
d) By providing immediate feedback on missing 
books 


Answer: b) By avoiding direct marking on the 
accession register 


Explanation: The book card method helps maintain 
the cleanliness of the accession register by 
avoiding direct marking on the original register. 


Q420: What can be used to indicate missing 
books when using the book card method? 


a) A digital inventory system 

b) Spare book cards of different colors 
c) A separate physical register 

d) Direct email notifications 


Answer: b) Spare book cards of different colors 


Explanation: Using spare book cards of different 
colors can help indicate missing books when using 
the book card method. 


Q421: What is a key limitation of the Numerical 
Counting Method for stock verification? 


a) It requires advanced technology 
b) It cannot identify the actual titles of missing 
books 

c) It is the most time-consuming method 
d) It does not involve physical counting 


Answer: b) It cannot identify the actual titles of 
missing books 


Explanation: The Numerical Counting Method 
only provides the total number of missing books 
but does not identify which specific titles are 
missing. 


Q422: What is the primary advantage of using 
the Shelf List/Card Method for _ stock 
verification? 


a) It eliminates the need for multiple teams 
b) It involves digital scanning of books 
c) It provides a more reliable figure of missing 
books and takes less time 
d) It is the simplest and most straightforward 
method 
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Answer: c) It provides a more reliable figure of 
missing books and takes less time 


Explanation: The Shelf List/Card Method is 
advantageous because it provides a more accurate 
count of missing books and is more efficient, as no 
page turning or marking is required. 


Q423: How does Sample Stock Verification help 
in the overall stock verification process? 


a) By verifying all books in the library 

b) By focusing on subject areas prone to mischief 
to assess the overall system 

c) By using advanced digital tools 

d) By counting all books manually 


Answer: b) By focusing on subject areas prone 
to mischief to assess the overall system 


Explanation: Sample Stock Verification targets 
specific subject areas to assess the effectiveness of 
the library’s vigilance system, and if significant 
loss is detected, a full verification is initiated. 


Q424: What is the main difference between 
Stock Verification through Blank Slips and 
Stock Verification with Book Cards? 


a) Blank slips are used instead of book cards 

b) Blank slips are digital, while book cards are 
physical 

c) Book cards are used for serial order, while 
blank slips are not 

d) Blank slips require more personnel than book 
cards 


Answer: a) Blank slips are used instead of book 
cards 


Explanation: The main difference is that Stock 
Verification through Blank Slips uses uniform slips 
to record accession numbers, whereas the Book 
Card method uses actual book cards. 


Q425: What does the arrangement of slips in 
serial order help reveal in Stock Verification 
through Blank Slips? 


a) The total number of books 

b) The missing accession numbers 
c) The book titles 

d) The current status of books 


Answer: b) The missing accession numbers 


Explanation: Arranging the slips in serial order 
helps reveal the missing accession numbers, 
allowing the preparation of a list of missing books. 


Q426: Why might Stock Verification with Shelf 
List/Card be considered more efficient than 
other methods? 


a) It requires less personnel 

b) It avoids page turning and marking 
c) It is the most expensive method 

d) It uses advanced technology 


Answer: b) It avoids page turning and marking 


Explanation: The Shelf List/Card Method is more 
efficient because it avoids the time-consuming 
processes of page turning and marking, making the 
verification process quicker. 


Q427: What is one of the pre-conditions for 
conducting stock verification in a library? 


a) Staff must be allowed entry into the stack area 
b) Circulation work is stopped and issue records are 
frozen 

c) The verification work is conducted in multiple 
stages 

d) The library must be open to users during 
verification 


Answer: b) Circulation work is stopped and 
issue records are frozen 


Explanation: Stock verification requires that 
circulation work be stopped and issue records be 
frozen to ensure an accurate count of the library’s 
collection. 


Q428: Why has stock verification been replaced 
by stock evaluation in Western countries? 


a) Because it is less expensive 
b) Because it is a quicker process 
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c) Because stock verification is used as a punitive 
measure rather than for collection assessment 
d) Because it involves advanced technology 


Answer: c) Because stock verification is used as 
a punitive measure rather than for collection 
assessment 


Explanation: In Western countries, stock 
evaluation has replaced stock verification as stock 
verification was often used punitively, while 
evaluation focuses on assessing the impact and 
adequacy of the collection. 


Q429: What is the primary advantage of using 
library management software and portable bar 
code readers for stock verification? 


a) They allow for verification without closing the 
library 

b) They are more expensive than traditional 
methods 

c) They require manual entry of data 

d) They involve multiple teams working 
simultaneously 


Answer: a) They allow for verification without 
closing the library 


Explanation: Library management software and 
portable bar code readers enable stock verification 
to be conducted quickly and efficiently, often 
without the need to close the library. 


Q430: How is responsibility for the loss of 
library documents often viewed? 


a) Librarians are not held responsible for losses 
b) Responsibility is usually assigned to individual 
users 

c) Librarians are sometimes directly held 
responsible, or the responsibility is shared with 
staff 

d) Responsibility is assigned to the library’s 
governing body 


Answer: c) Librarians are sometimes directly 
held responsible, or the responsibility is shared 
with staff 


Explanation: Librarians may be directly held 
responsible for losses, or the responsibility might 
be shared with other library staff, which can be 
viewed as unfair or punitive. 


Q431: What is a common criticism of stock 
verification in libraries, ? 


a) It is too costly 
b) It causes minimal disturbance to services 
c) It is often used as a tool for punishing librarians 
d) It requires advanced technology 


Answer: c) It is often used as a tool for punishing 
librarians 


Explanation: Stock verification is sometimes 
criticized as being used to punish librarians rather 
than purely assessing the collection, which creates 
undue stress and blame on library staff. 


Q432: What is the suggested approach to 
managing the loss of library documents ? 


a) Implementing strict security measures and 
limiting access 

b) Providing librarians with a ‘risk allowance’ and 
freedom to amend policies 

c) Holding users responsible for all losses 

d) Increasing the frequency of stock verification 


Answer: b) Providing librarians with a ‘risk 
allowance’ and freedom to amend policies 


Explanation: librarians should receive a ‘risk 
allowance’ and have the freedom to amend library 
policies to minimize loss, reflecting a more 
balanced and fair approach. 


Q433: What is the recommended approach to 
handling the loss of library documents ? 


a) Assigning responsibility to individual librarians 
and staff 

b) Writing off the loss as a regular organizational 
expense unless negligence is suspected 

c) Increasing the frequency of stock verification 
d) Implementing stricter security measures 
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Answer: b) Writing off the loss as a regular 
organizational expense unless negligence is 
suspected 


Explanation: s that losses should be written off as 
a regular organizational expense unless there is 
evidence of negligence or dereliction of duty by 
librarians and staff. 


Q434: In a Government of India institution, who 
is authorized to write off the loss of library 
documents? 


a) Any librarian 

b) The Head of the Department with financial 
powers 

c) A member of the three-member committee 
d) The library staff 


Answer: b) The Head of the Department with 
financial powers 


Explanation: In Government of India institutions, 
the write-off of library document losses is 
authorized by the Head of the Department who has 
financial powers, typically not below the rank of a 
Deputy Secretary. 


Q435: What is a provision regarding the 
disposal of mutilated or damaged library 
volumes? 


a) They must be retained indefinitely 

b) They can be disposed of based on 
recommendations from a three-member 
committee 

c) They should be returned to the original 
publisher 

d) They must be replaced immediately with new 
copies 


Answer: b) They can be disposed of based on 
recommendations from a_ three-member 
committee 


Explanation: Mutilated, damaged, or obsolete 
volumes can be disposed of based on 
recommendations from a _ three-member 
committee, as per the rules mentioned. 


Q436: What challenge do libraries face as per 
the fifth law of library science? 


a) Maintaining a fixed number of books 

b) Continuously adding storage space for new 
collections 

c) Keeping outdated or worn-out books from 
taking up valuable space 

d) Increasing the budget for new acquisitions 


Answer: c) Keeping outdated or worn-out books 
from taking up valuable space 


Explanation: The challenge faced by libraries is 
managing outdated or worn-out books that can 
become a liability and obstruct space needed for 
current, relevant materials. 


Q437: Why do many science and engineering 
books become irrelevant quickly? 


a) They are not updated regularly 

b) They are printed on poor quality paper 

c) Research advancements make them outdated 
d) They are not circulated frequently 


Answer: c) Research advancements make them 
outdated 


Explanation: Advances in science and technology 
can render science and engineering books outdated 
quickly, as they may not keep pace with the latest 
research developments. 


Q438: What is the impact of keeping outdated 
books in library racks? 


a) It helps maintain a comprehensive collection 
b) It improves user access to historical 
information 

c) It creates obstruction for books that meet 
current user needs 

d) It attracts more library users 


Answer: c) It creates obstruction for books that 
meet current user needs 
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Explanation: Outdated books in the library racks 
can obstruct space needed for books that are 
relevant to current user needs. 


Q439: What is the practice of removing books 
from a library collection called? 


a) Stock verification 
b) Weeding 

c) Cataloging 

d) Archiving 


Answer: b) Weeding 


Explanation: Weeding refers to the practice of 
removing books that are no longer needed from a 
library collection. 


Q440: What are the two primary alternatives 
for disposing of books during the weeding 
process? 


a) Replacing or updating 

b) Transferring to secondary storage or discarding 
c) Donating or selling 

d) Digitalizing or archiving 


Answer: b) Transferring to secondary storage or 
discarding 


Explanation: Libraries typically either transfer 
unwanted books to secondary storage or discard 
them. 


Q441: Which of the following is NOT an aim of 
weeding in libraries? 


a) Saving space for new resources 

b) Improving access to resources 

c) Increasing the number of available copies 
d) Saving money on maintenance 


Answer: c) Increasing the number of available 
copies 


Explanation: Weeding aims to save space, improve 
access, and reduce maintenance costs, but it does 
not aim to increase the number of available copies. 


Q442: Why might some scholars criticize the 
practice of weeding books from a _ library 
collection? 


a) It requires too much time to complete 

b) It is expensive to maintain a large collection 
c) It can lead to hidden costs related to relocating 
and modifying records 

d) It improves the quality of the library's 
collection 


Answer: c) It can lead to hidden costs related to 
relocating and modifying records 


Explanation: Critics argue that the hidden costs 
associated with relocating and modifying records 
may offset the perceived benefits of weeding. 


Q443: What factor is suggested to assess the 
value of a book for retention or discarding 
during weeding? 


a) Its age 

b) Its physical condition 

c) The issue record of the book 
d) Its original purchase price 


Answer: c) The issue record of the book 


Explanation: The issue record of a book may be 
used as an indicator of its value for retention or 
discarding during the weeding process. 


Q444: How is weeding described in some 
countries, apart from the term "weeding"? 


a) Discarding 
b) Relegation 
c) Preservation 
d) Archiving 


Answer: b) Relegation 
Explanation: In some countries, weeding is 
referred to as "relegation," where books are 


transferred to a secondary storage area rather than 
discarded. 


Q445: What must persons engaged in weeding 
consider when identifying titles for removal? 
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a) Only the physical condition of the books 
b) All library purposes and activities 

c) The age of the book 

d) The original cost of the book 


Answer: b) All library purposes and activities 


Explanation: Those involved in weeding must 
consider all library purposes and activities while 
identifying titles for removal to ensure the process 
aligns with the library's needs and objectives. 


Q446: Which of the following is NOT a 
commonly accepted criterion for weeding books 
from a library collection? 


a) Information is outdated 
b) Volume physically damaged beyond repair 
c) The book was a gift from a prominent donor 
d) Old edition superseded by a new available 
edition 


Answer: c) The book was a gift from a 
prominent donor 


Explanation: While outdated information, physical 
damage, and superseded editions are common 
criteria for weeding, a book's status as a gift from a 
prominent donor is not typically a criterion for 
removal. 


Q447: According to the guidelines for weeding, 
which material is least likely to be removed from 
the library collection despite falling under 
common weeding criteria? 


a) A classic in literature 
b) An outdated science textbook 
c) An additional copy of a rarely used title 
d) A physically damaged book beyond repair 


Answer: a) A classic in literature 


Explanation: Classics in literature and seminal 
works in social sciences and pure sciences are less 
likely to be weeded, even if they fall under typical 
weeding criteria. 


Q448: What is one psychological barrier to 
weeding materials from a library collection? 


a) Lack of appropriate weeding tools 
b) Fear of making mistakes in_ selection 
c) Belief that at least one person will find the item 
valuable 

d) Limited space for additional collections 


Answer: c) Belief that at least one person will 
find the item valuable 


Explanation: The psychological barrier involves 
the belief that despite an item's apparent lack of 
value, someone might still find it useful. 


Q449: Which barrier to weeding involves the 
challenge of dealing with the opinions of library 
users and faculty? 


a) Lack of time 
b) Psychological barriers 
c) Anti-library culture 


d) Fear of faculty opposition 
Answer: d) Fear of faculty opposition 


Explanation: Fear of faculty opposition is a 
significant barrier to weeding, as faculty may resist 
the removal of materials they consider valuable. 


Q450: What common perception about library 
collections has historically hindered the practice 
of weeding? 


a) The value of the collection is measured by its 


quality, not quantity 
b) The prestige of a library is associated with the 
size of its collection 


c) Weeding is seen as a form of collection 
enhancement 
d) Users prefer frequent updates to the collection 


Answer: b) The prestige of a library is 
associated with the size of its collection 


Explanation: Historically, the size of a library's 
collection was seen as a measure of its prestige, 
which often discouraged the practice of weeding. 
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Q451: Which barrier to weeding involves the 
practical challenges of managing time and 
resources? 


a) Psychological barriers 
b) Lack of user support 
c) Lack of time 


d) Anti-library culture 
Answer: c) Lack of time 


Explanation: Weeding can be time-consuming, 
leading to procrastination and delaying decisions 
on which items to discard. 


Q452: What factor contributes to the challenge 
of weeding due to its association with library 
culture? 


a) Fear of making mistakes 

b) Lack of user support 

c) Anti-library culture 

d) The prestige of the library's collection 


Answer: c) Anti-library culture 


Explanation: Library culture traditionally values 
collection building over collection reduction, 
which can be a barrier to weeding. 


Q453: What is the first step in the weeding 
process of a library collection? 


a) Preparation of list for secondary storage 
b) Identification of titles for weeding out 
c) Constitution of a team of senior staff 
d) Modification of library records 


Answer: c) Constitution of a team of senior staff 


Explanation: The initial step in the weeding 
process is to form a team of senior staff to oversee 
and manage the weeding activities. 


Q454: In the weeding process, who may need to 
examine the titles before final approval in a 
public library setting? 


a) The library authorities 

b) The selection committee or faculty members 
c) The library staff 

d) The general public 


Answer: b) The selection committee or faculty 
members 


Explanation: In public libraries, titles often need to 
be examined by faculty members or a selection 
committee before final approval by the library 
authorities. 


Q455: Which step involves modifying library 
records to reflect the removal of weeded 
materials? 


a) Preparation of list for secondary storage 

b) Separation of materials fit for relegation and 
discarding 

c) Final approval of library authorities 

d) Modification of various library records 


Answer: d) Modification of various library 
records 


Explanation: Updating library records such as the 
catalogue, shelf list, and accession register is 
crucial to reflect the removal of weeded materials. 


Q456: What is one method of discarding 
materials that is NOT typically used in the 
weeding process? 


a) Shredding 

b) Sale to second-hand booksellers 

c) Free distribution as gifts to other libraries 
d) Archiving in the library's special collections 


Answer: d) Archiving in the library's special 
collections 


Explanation: Archiving in special collections is not 
a typical method for discarding weeded materials. 
The common methods include shredding, sale to 
second-hand booksellers, or free distribution. 


Q457: Which stage in the weeding process 
involves creating a list of materials that will not 
be discarded but moved to secondary storage? 


a) Identification of titles for weeding out 
b) Preparation of list books for discarding 
c) Preparation of list for secondary storage 
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d) Separation of materials fit for relegation and 
discarding 


Answer: c) Preparation of list for secondary 
storage 


Explanation: Preparing a list for secondary storage 
involves identifying materials that are to be moved 
to a secondary storage area rather than discarded. 


Q458: What challenge is commonly faced 
during the weeding process according to 
librarians' experiences? 


a) Over-abundance of available storage space 

b) Lack of interest from faculty and authorities in 
the weeding decisions 

c) Excessive number of materials suitable for 
weeding 

d) Overwhelmingly positive user feedback on 
weeding 


Answer: b) Lack of interest from faculty and 
authorities in the weeding decisions 


Explanation: A common challenge in the weeding 
process is the lack of interest or support from 
faculty and authorities, which can delay or hinder 
the finalization of weeding decisions. 


Q459: What is typically done with materials that 
are deemed fit for discarding after the weeding 
process? 


a) They are archived in the library's rare collections 
b) They are sold to second-hand booksellers 
c) They are kept in a special display area 
d) They are used as instructional materials for 
library staff 


Answer: b) They are sold to second-hand 
booksellers 


Explanation: Materials fit for discarding are often 
sold to second-hand booksellers, among other 
methods like shredding or distributing as gifts. 


More info: Steps in Weeding 


Step 


Details 


1. Constitution of a 
Team 


- Action: Form a team of 
senior staff members to 
oversee and execute the 
weeding process. 


2. Identification of 
Titles 


- Action: Identify titles 
that are candidates for 
weeding based on 
relevance and condition. 


3. Examination by 
Faculty/Selection 
Committee 


- Action: Review 
identified titles with 
faculty members or a 
selection committee, 
especially in public 
libraries, to assess their 
value and relevance. 


4. Final Approval 


- Action: Obtain final 
approval from library 
authorities for the titles 
proposed for weeding. 


5. Separation of 
Materials 


- Action: Divide 
materials into those 
suitable for relegation 
(secondary storage) and 
those for discarding. 


6. Preparation of 
Discarding List 


- Action: Create a list of 


books and materials 
designated for 
discarding. 


7. Preparation of 
Secondary Storage 
List 


- Action: Prepare a list of 
materials to be moved to 
secondary storage if 
applicable. 


8. Modification of 
Library Records 


- Action: Update library 
records (catalogue, shelf 
list, accession register) to 
reflect the | weeded 
materials. 


9. Decision on 
Discarding 
Methods 


- Action: Decide on 
methods for discarding 
materials, such as 
shredding, selling to 
second-hand booksellers, 
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or free distribution to 
other libraries. 


Challenges - Issue: Despite the 
desirability of weeding, 
success is often difficult 
to achieve. Many 
materials suitable for 
weeding remain due to 
lack of interest from 
faculty and authorities. 
- Outcome: Often only 
severely damaged or 
brittle books are 
approved for weeding. 
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Q460: What was one of the major historical 
events that led to the destruction of the Library 
of Alexandria? 


a) Earthquake 

b) Fire 

c) War during the reign of Caesar 
d) Flood 


Answer: c) War during the reign of Caesar 


Explanation: The Library of Alexandria was gutted 
during wars, specifically during the reign of 
Caesar, which led to its destruction. 


Q461: Which library was destroyed during the 
German invasion in the First World War? 


a) The British Library 

b) The Library of Alexandria 

c) The National Library of Sarajevo 
d) The University of Louvain Library 


Answer: d) The University of Louvain Library 


Explanation: The University of Louvain Library in 
Belgium was destroyed during the German 
invasion in the First World War. 


Q462: What catastrophic event led to the loss of 
almost 1.5 million volumes, including rare 
manuscripts, in the National Library of 
Sarajevo in 1992? 


a) Flood 

b) Earthquake 

c) Serbian attack 
d) Lightning strike 


Answer: c) Serbian attack 
Explanation: The Serbian attack on Bosnia- 
Herzegovina in 1992 resulted in the destruction of 


the National Library of Sarajevo and the loss of 
nearly 1.5 million volumes. 


Q463: What was the impact of the American 
invasion on Iraq in 2003 on Iraqi libraries and 
cultural institutions? 
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a) It led to the establishment of new libraries 

b) It caused large-scale destruction including loss 
of books and archives 

c) It improved the preservation of historical 
documents 

d) It resulted in the transfer of books to other 
countries 


Answer: b) It caused large-scale destruction 
including loss of books and archives 


Explanation: The American invasion of Iraq in 
2003 resulted in significant destruction of archives, 
libraries, and cultural institutions, including the 
loss of many books and documents. 


Q464: According to IFLA, how many books and 
serials were lost from Bait-al-Hikma in Iraq? 


a) 100,000 
b) 200,000 
c) 500,000 
d) 1 million 


Answer: c) 500,000 


Explanation: Bait-al-Hikma in Iraq lost 500,000 
books and serials, including 5,000 extremely rare 
books, according to IFLA. 


Q465: What happened to the libraries and 
archives established by the Kings of 
Vijayanagar, the Great Mughals, Tippu Sultan, 
and the Nawabs of Awadh during British rule? 


a) They were preserved and protected 

b) They were transferred to other Indian states 
c) They were vandalized and the contents were 
taken to England 

d) They were destroyed in natural disasters 


Answer: c) They were vandalized and the 
contents were taken to England 


Explanation: The libraries and archives established 
by Indian rulers were vandalized by the British, 
who then transferred the contents to England. 
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Q466: Which library's collection was destroyed 
by lightning in 188 AD, 1300 AD, and 1674 AD 
in different locations? 


a) The British Library 

b) The Library of Alexandria 

c) Libraries in Rome, France, and Spain 
d) The University of Louvain Library 


Answer: c) Libraries in Rome, France, and 
Spain 


Explanation: Libraries in Rome (188 AD), France 
(1300 AD), and Spain (1674 AD) were destroyed 
by lightning, leading to significant losses. 


Q467: What disaster in 1966 damaged one 
million volumes of the Biblioteca Nazionale 
Centrale in Florence, Italy? 


a) Earthquake 

b) Fire 

c) Flood 

d) Lightning strike 


Answer: c) Flood 


Explanation: The flood in River Arno in 1966 
caused significant damage to one million volumes 
of the Biblioteca Nazionale Centrale in Florence. 


Q468: Which library was destroyed by a fire 
caused by lightning in 1985? 


a) The Dalhousie Law _ School Library 
b) The Library of the USSR Academy of Sciences 
c) The Central Library of the Los Angeles Public 
Library 

d) The Sanskrit University Library 


Answer: a) The Dalhousie Law School Library 


Explanation: The fire caused by lightning in 1985 
destroyed 60,000 volumes and much of the 
library’s furnishings at The Dalhousie Law School 
Library in Nova Scotia. 


Q469: In which year did the fire at the USSR 
Academy of Sciences library destroy about 
400,000 volumes? 
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a) 1966 
b) 1985 
c) 1988 
d) 2005 


Answer: c) 1988 


Explanation: The fire at the USSR Academy of 
Sciences library in 1988 resulted in the loss of 
about 400,000 volumes. 


Q470: What was the impact of the 2005 flood in 
Hyderabad on the Sunderayya Vignana Kendra 
library? 


a) Loss of manuscript collection 

b) Submersion of more than 1.25 lakh books and 
periodicals 

c) Destruction of library furnishings 

d) Total loss of library archives 


Answer: b) Submersion of more than 1.25 lakh 
books and periodicals 


Explanation: The flood in Hyderabad in 2005 
submerged over 1.25 lakh books, periodicals, 
manuscripts, and other rare materials in the 
Sunderayya Vignana Kendra library. 


Q471: What caused the loss of valuable 
manuscripts at the Sanskrit University library 
in Dang, Nepal, in 2003? 


a) Fire 

b) Flood 

c) Mob attack 

d) Lightning strike 


Answer: c) Mob attack 
Explanation: The Sanskrit University library in 


Dang, Nepal, lost its valuable collection of 
manuscripts due to an attack by a mob in 2003. 


Q472: Which library was ransacked by a mob 
over a controversial book on Shivaji? 


a) The Bhandarkar Institute of Oriental Research 
b) The Central Library of the Los Angeles Public 
Library 
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c) The Dalhousie Law _ School Library 
d) The Library of the USSR Academy of Sciences 


Answer: a) The Bhandarkar Institute of 
Oriental Research 


Explanation: The Bhandarkar Institute of Oriental 
Research was ransacked by an ill-informed mob 
over a book on Shivaji, leading to damage to the 
library's collection. 


Q473: In which year did arsonists destroy about 
400,000 books at the Central Library of the Los 
Angeles Public Library system? 


a) 1986 
b) 1988 
c) 2002 
d) 2005 


Answer: a) 1986 


Explanation: A fire started by arsonists in 1986 
destroyed about 400,000 books at the Central 
Library of the Los Angeles Public Library system. 


Q474: When did disaster planning become 
widely recognized as an essential part of good 
library management according to Ross Harvey? 


a) Early 1970s 
b) Late 1970s 
c) Early 1980s 
d) Late 1980s 


Answer: b) Late 1970s 


Explanation: According to Ross Harvey, disaster 
planning was widely recognized as an essential part 
of good library management starting in the late 
1970s. 


Q475: Which organizations formed the 
International Committee of Blue Shield in 1996? 


a) UNESCO and International Red Cross 
b) International Council on Monuments and Sites, 
International Council of Museums, IFLA, 
International Council on Archives 
c) International Federation of Library Associations 
and Institutions and International Council of 
Museums 
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d) International Council of Archives and 
International Federation of Library Associations 
and Institutions 


Answer: bb) International Council on 
Monuments and Sites, International Council of 
Museums, IFLA, International Council on 
Archives 


Explanation: The International Committee of Blue 
Shield was formed in 1996 by the International 
Council on Monuments and Sites, International 
Council of Museums, IFLA, and the International 
Council on Archives. 


Q476: What is one of the main objectives of the 
International Committee of Blue Shield? 


a) To facilitate international trade in cultural 
properties 

b) To encourage safeguarding and respect for 
cultural property by promoting risk preparedness 
c) To increase the number of cultural properties 
d) To standardize cultural property across nations 


Answer: b) To encourage safeguarding and 
respect for cultural property by promoting risk 
preparedness 


Explanation: One of the main objectives of the 
International Committee of Blue Shield is to 
encourage safeguarding and respect for cultural 
property, particularly through promoting risk 
preparedness. 


Q477: Which activity is NOT undertaken by the 
International Committee of Blue Shield? 


a) Collecting and sharing information on threats to 
cultural property 

b) Providing financial grants for cultural property 
restoration 

c) Raising public awareness about damage to 
cultural heritage 

d) Promoting good standards for risk management 


Answer: b) Providing financial grants for 
cultural property restoration 


Explanation: The International Committee of Blue 
Shield does not provide financial grants for 
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restoration; instead, it focuses on activities like 
sharing information on threats, raising public 
awareness, and promoting good standards for risk 
management. 


Q478: How does the International Committee of 
Blue Shield support emergency situations? 


a) By funding cultural property restoration projects 
b) By providing professional expertise and 
identifying resources for disaster prevention 
c) By organizing international cultural events 
d) By _ offering scholarships to heritage 
professionals 


Answer: b) By providing professional expertise 
and_ identifying resources for disaster 
prevention 


Explanation: The International Committee of Blue 
Shield supports emergency situations by providing 
professional expertise and identifying resources for 
disaster prevention and rapid intervention. 


Q479: What is one of the functions of the 
International Committee of Blue Shield? 


a) Establishing cultural property markets 

b) Encouraging the establishment of National 
Blue Shield Committees 

c) Conducting cultural property auctions 

d) Developing new cultural heritage policies 


Answer: b) Encouraging the establishment of 
National Blue Shield Committees 


Explanation: The Committee encourages the 
establishment of National Blue Shield Committees 
as part of its functions to enhance disaster 
management and protection of cultural heritage. 


Q480: What are disasters caused by natural 
forces, such as_ earthquakes or _ floods, 
categorized as? 


a) Man-made disasters 

b) Environmental disasters 
c) Natural disasters 

d) Technological disasters 


Answer: c) Natural disasters 
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Explanation: Disasters caused by natural forces, 
like earthquakes and floods, are categorized as 
natural disasters. 


Q481: What type of disaster includes events like 
arson, vandalism, and war? 


a) Natural disasters 

b) Technological disasters 
c) Man-made disasters 

d) Environmental disasters 


Answer: c) Man-made disasters 


Explanation: Arson, vandalism, and war are 
categorized as man-made disasters because they 
result from human actions or negligence. 


Q482: What is a significant historical example 
of library destruction due to war? 


a) The Library of Congress in Washington, D.C. 
b) The Alexandria Library during the reign of 
Caesar 

c) The Library of Alexandria during the Ottoman 
Empire 

d) The National Library of Japan during World War 
iu 


Answer: b) The Alexandria Library during the 
reign of Caesar 


Explanation: The Alexandria Library is a 
significant historical example of library destruction 
due to war, particularly during the reign of Caesar. 


Q483: How many library fires were reported in 
the US in 1980-81, and what percentage were 
classified as arson fires? 


a) 15 fires, 60% classified as arson 
b) 23 fires, 85% classified as arson 
c) 30 fires, 70% classified as arson 
d) 20 fires, 50% classified as arson 


Answer: b) 23 fires, 85% classified as arson 


Explanation: In the US during 1980-81, there were 
23 reported library fires, with 85% of them 
classified as arson fires. 
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Q484: What was stolen from the National 
Museum in Baghdad shortly after forces entered 
the city? 


a) Ancient manuscripts 
b) Rare books 

c) Priceless artifacts 

d) Modern art collections 


Answer: c) Priceless artifacts 


Explanation: Shortly after forces entered Baghdad, 
looters ransacked the National Museum and stole 
about 15,000 priceless artifacts. 


Q485: What is a common consequence of theft 
in libraries? 


a) Large-scale physical damage 

b) Destruction of building structure 
c) Loss of rare and valuable books 
d) Extensive water damage 


Answer: c) Loss of rare and valuable books 


Explanation: Theft in libraries often results in the 
loss of scarce and valuable books rather than large- 
scale physical damage. 


Q486: What is the main focus of the prevention 
phase in disaster management? 


a) Response and recovery 

b) Minimizing risks and hazards during planning 
c) Developing a response team 

d) Establishing insurance policies 


Answer: b) Minimizing risks and hazards 
during planning 


Explanation: The prevention phase focuses on 
identifying and minimizing risks posed by the 
building, its equipment, and the natural hazards of 
the area. 


Q487: What should be established during the 
prevention phase to detect and manage fires? 


a) Building inspections 
b) Fire extinguishing systems and water sensing 
alarms 
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c) Disaster response teams 
d) Emergency contact lists 


Answer: b) Fire extinguishing systems and 
water sensing alarms 


Explanation: Installing automatic fire detection 
and fire extinguishing systems, as well as water 
sensing alarms, is a key activity in the prevention 
phase. 


Q488: What is a key activity in the preparedness 
phase of disaster management? 


a) Developing a written preparedness response 
and recovery plan 

b) Conducting building inspections 

c) Implementing fire detection systems 

d) Training a disaster response team 


Answer: a) Developing a written preparedness 
response and recovery plan 


Explanation: The preparedness phase focuses on 
developing a written preparedness response and 
recovery plan to face actual disaster occurrences. 


Q489: What should be included in the disaster 
preparedness plan to ensure effective response? 


a) Comprehensive insurance details 

b) Maintenance measures 

c) Supplies and equipment for disaster 
d) Special precautions during renovation 


Answer: c) Supplies and equipment for disaster 


Explanation: The preparedness plan should include 
supplies and equipment required for a disaster, 
ensuring they are maintained and ready for use. 


Q490: What is one of the preventive measures 
for safeguarding rare and archival material? 


a) Keeping the materials in public display 
b) Providing security copies and storing them off- 
site 

c) Regularly updating the disaster response plan 
d) Installing new shelving units 
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Answer: b) Providing security copies and 
storing them off-site 


Explanation: To safeguard rare and archival 
materials, it is important to provide security copies 
of vital records and store them off-site. 


Q491: What should be done during unusual 
periods of increased risks, such as building 
renovation? 


a) Reduce insurance coverage 

b) Implement enhanced security measures 
c) Increase routine maintenance 

d) Make special arrangements for safety 


Answer: d) Make special arrangements for 
safety 


Explanation: During unusual periods of increased 
risk, such as _ building renovation, special 
arrangements should be made to ensure the safety 
of the library's materials. 


Q492: What should be included in _ the 
preparedness phase's training for the disaster 
response team? 


a) Basic computer skills 

b) Disaster response techniques and identifying 
priority salvage materials 

c) Financial management 

d) Regular staff meetings 


Answer: b) Disaster response techniques and 
identifying priority salvage materials 


Explanation: Training for the disaster response 
team should include disaster response techniques 
and identifying priority salvage materials for 
effective disaster management. 


More info: A disaster plan involves activities under 
four phases, namely prevention, preparedness 
response and recovery 
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Q1: What are some of the economic and 
financial pressures mounting on libraries? 


a) Increased cost of information materials 
b) Decline in demand for library services 
c) Reduction in new technology adoption 
d) Decrease in wages and salaries 


Answer: a) Increased cost of information 
materials 


Explanation: Libraries face financial pressures 
due to increased costs of information materials, 
among other factors. 


Q2: What types of grants are commonly given 
to libraries? 


a) Recurring, non-recurring, and ad-hoc grants 
b) Monthly, quarterly, and annual grants 

c) Temporary and permanent grants 

d) Special and emergency grants 


Answer: a) Recurring, non-recurring, and ad- 
hoc grants 


Explanation: Libraries receive recurring grants for 
regular needs, non-recurring grants for specific 
purposes, and ad-hoc grants for special occasions. 


Q3: What is the primary use of recurring 
grants for libraries? 


a) Construction of library buildings 
b) Purchase of books and periodicals 
c) Special collections 

d) Furniture and equipment 


Answer: b) Purchase of books and periodicals 


Explanation: Recurring grants are mainly used for 
the purchase of books and periodicals, 
maintenance of regular services, and anticipated 
contingent expenditure. 


Q4: What is a significant issue when planning a 
collection development program in libraries? 


a) Budget allocation for special collections 

b) Underestimation of funds required for 
processing materials 

c) Planning for library building construction 

d) Reducing the cost of furniture and equipment 


Answer: b) Underestimation of funds required 
for processing materials 


Explanation: A major issue is the often 
overlooked or underestimated necessity of funds 
for processing acquired materials and making 
them available for use. 


Q5: What are non-recurring grants typically 
used for in libraries? 


a) Maintenance of regular services 

b) Purchase of books and periodicals 

c) Construction of library buildings and purchase 
of equipment 

d) Funding user services 


Answer: c) Construction of library buildings 
and purchase of equipment 


Explanation: Non-recurring grants are usually 
allocated for specific purposes such as 
constructing library buildings and purchasing 
furniture and equipment. 


Q6: Which source of funds increasingly 
contributes to the operating funds of libraries? 


a) Private donations 

b) Government grants 

c) Public funds raised through taxes 
d) Library-generated income 


Answer: c) Public funds raised through taxes 


Explanation: The greatest percentage of operating 
funds for libraries increasingly comes from public 
funds raised through taxes. 


Q7: Why is ensuring a continuous supply of 
funds critical for libraries? 
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a) To manage occasional special projects 

b) To cope with fluctuating book prices 

c) To maintain a consistent rhythm and tempo in 
user services 

d) To reduce operational costs 


Answer: c) To maintain a consistent rhythm 
and tempo in user services 


Explanation: Continuous funding is crucial for 
libraries to ensure a consistent rhythm and tempo 
in user services and to manage ongoing activities 
effectively. 


Q8: What role does finance play in the 
organization and management of libraries? 


a) Only for acquiring new technology 

b) Solely for construction purposes 

c) Crucial for collection development and 
maintaining services 

d) Limited to one-time grants for special events 


Answer: c) Crucial for collection development 
and maintaining services 


Explanation: Finance is vital for acquiring and 
building library collections continuously and for 
maintaining user services. 


Q9: What is the primary source of finance for 
most libraries? 


a) Fines and miscellaneous sources 

b) Ad-hoc grants from other departments 

c) Regular grants from the parent body or 
government 

d) Self-generated funds from fee-based services 


Answer: c) Regular grants from the parent 
body or government 


Explanation: The main source of finance for most 
libraries is regular grants from the parent body or 
government, including public funds raised through 
taxes. 


Q10: What role do local library cess and 
municipal support play in library financing? 


a) They provide long-term funding for major 
projects 

b) They contribute to regular operational expenses 
c) They are typically used for special collections 
d) They are the sole source of funds for libraries 


Answer: b) They contribute to regular 
operational expenses 


Explanation: Local library cess and support from 
municipal and other provincial authorities 
contribute to the regular operational expenses of 
libraries. 


QI1: Which of the following is NOT a typical 
source of funds for libraries? 


a) Ad-hoc grants from public and private agencies 
b) Fines for late returns and misuse of library 
materials 

c) Regular grants from parent bodies or 
governments 

d) Investment income from library endowments 


Answer: d) Investment income from library 
endowments 


Explanation: Investment income from library 
endowments is not mentioned as a typical source 
of funds 


Q12: What is a key issue with using fines as a 
source of income for libraries? 


a) Fines generate significant revenue for libraries 
b) Fines are typically used for building new 
library facilities 

c) Fines may create negative feelings among users 
and discourage library use 

d) Fines are easily reallocated for other purposes 


Answer: c) Fines may create negative feelings 
among users and discourage library use 


Explanation: Fines are often criticized for creating 
ill feelings among users and potentially 
discouraging the use of the library. 
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Q13: How are miscellaneous sources of funds, 
such as the sale of old library materials, 
characterized? 


a) They are a primary source of funding for library 
operations 

b) They provide substantial and reliable revenue 
c) They are considered minor and supplementary 
to regular funding 

d) They are used exclusively for special 
collections 


Answer: c) They are considered minor and 
supplementary to regular funding 


Explanation: Miscellaneous sources, like the sale 
of old materials, are considered minor and 
supplementary to regular funding sources. 


Q14: How does self-generated fund from fee- 
based services typically affect library 
budgeting? 


a) It is used to cover major construction projects 
b) It is usually added to the general fund of the 
parent organization 

c) It is allocated exclusively for special collections 
d) It is not considered in the library's budget at all 


Answer: b) It is usually added to the general 
fund of the parent organization 


Explanation: Self-generated funds from fee-based 
services are generally added to the general fund of 
the parent organization and are allocated through 
the normal budgeting procedure. 


More info: 
Source of Details 
Funds 
i) Regular - Description: Primary 


Grants source of finance, including 
regular grants from parent 
bodies or National/State 
Governments. 

- Funding: Percentage of 
budget or public funds raised 
through taxes. 


ii) Local - Description: Financial 
Library Cess_ | support from municipal and 
and Support other provincial authorities. 
iii) Adhoc - Description: Includes 
Grants and grants from other 
Donations departments/institutions, 


private national agencies, 
endowments, charitable 
institutions, and foreign or 
international support. 


iv) Fines and | - Fines: Imposed for late 
Miscellaneous | return of books, loss, or 
Sources misuse of library cards and 
books. 

- Income: Generally meager 
and not intended as a primary 
revenue source; fines are 
more about encouraging 
timely return and proper use. 
- Miscellaneous: Includes 
money from the sale of old 
materials like waste paper, 
used/withdrawn books, 
equipment, and furniture. 


v) Self- - Description: Funds from 
Generated fee-based services, such as 
Funds charges for library services, 
subscriptions, and sales. 

- Characteristics: Often ad 
hoc, non-recurring, and meant 
for specific purposes with 
restrictions on reallocation. 
- Allocation: Usually added 
to the general fund of the 
parent organization and 
allocated through normal 
budgeting procedures. 


Q15: What should be the primary motive 
behind introducing fee-based new services in 
libraries? 


a) Generating profit 
b) Fundraising for library projects 
c) Gaining intangible benefits such as enhanced 
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public relations 
d) Competing with other local information 
systems 


Answer: c) Gaining intangible benefits such as 
enhanced public relations 


Explanation: The primary motive for introducing 
fee-based new services should be to gain 
intangible benefits like enhanced public relations 
and boosting the library's image, rather than just 
generating profit. 


Q16: What is a key consideration when 
planning fee-based new services? 


a) Ensuring services do not compete with local 
information systems 

b) Maximizing the profit margin on services 

c) Avoiding extensive marketing strategies 

d) Ignoring copyright restrictions 


Answer: a) Ensuring services do not compete 
with local information systems 


Explanation: Fee-based new services should be 
carefully and strategically planned to avoid 
duplicating local services or competing with other 
local information systems. 


Q17: What should be taken into account when 
pricing fee-based library services? 


a) Only the cost of staff time 

b) Extensive marketing and pricing structure 
c) Ignoring lease agreements and copyright 
restrictions 

d) Only the cost of document copying and 
verification 


Answer: b) Extensive marketing and pricing 
structure 


Explanation: Pricing of fee-based services 
involves considering various factors, including 
professional research time, local interlibrary loan, 
document copying, and extensive marketing and 
pricing structure. 


Q18: What is an important aspect of handling 
gifts and donations for libraries? 


a) Restricting the use of donated funds to specific 
projects 

b) Allowing unusual conditions on donated funds 
c) Ensuring the library has exclusive control over 
all collected funds 

d) Using donations to reduce community 
commitment to public funding 


Answer: c) Ensuring the library has exclusive 
control over all collected funds 


Explanation: It is important for the library to have 
exclusive control over all funds collected, 
donated, or appropriated, and to handle them 
without unusual conditions. 


Q19: How should libraries manage gifts and 
donations to avoid negative consequences? 


a) By using them to justify reducing public 
funding 

b) By ensuring donations are not used to replace 
community funding 

c) By restricting donations to cash only 

d) By ignoring the public’s perception of funding 
allocation 


Answer: b) By ensuring donations are not used 
to replace community funding 


Explanation: Libraries should ensure that gifts 
and donations are not used to justify reducing or 
replacing community funding, to avoid 
disenfranchising benefactors and potentially 
losing future support. 


Q20: What is a significant advantage of non- 
cash donations, such as buildings or 
investments, for libraries? 


a) They provide regular funds in the form of rent 
or interest 

b) They are easier to manage than cash donations 
c) They require no special handling or conditions 
d) They eliminate the need for marketing and 
fundraising 
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Answer: a) They provide regular funds in the 
form of rent or interest 


Explanation: Non-cash donations like buildings or 
investments offer the advantage of providing 
regular funds in the form of rent or interest. 


Q21: How do university libraries typically 
receive their funding? 


a) Directly from the government 

b) Through the University Grants Commission 
and State Governments, allocated by the 
university 

c) From private donations exclusively 

d) From library fees charged to students 


Answer: b) Through the University Grants 
Commission and State Governments, allocated 
by the university 


Explanation: University libraries receive their 
regular funds from the respective universities, 
with additional grants from the University Grants 
Commission (UGC) and State Governments, but 
these grants are allocated to the library by the 
university. 


Q22: What types of grants are provided by the 
University Grants Commission to university 
libraries? 


a) Only recurring grants 

b) Only non-recurring grants 

c) Recurring, non-recurring, and ad hoc grants 
d) Only ad hoc grants 


Answer: c) Recurring, non-recurring, and ad 
hoc grants 


Explanation: The University Grants Commission 
provides university libraries with recurring, non- 
recurring, and ad hoc grants. 


Q23: Why is there often protest against fees 
charged for library use in university libraries? 


a) Because the fee is too high 
b) Because libraries are expected to be free, like 
lecture rooms and laboratories 


c) Because fees are not used for library 
improvements 
d) Because there are too many fee-based services 


Answer: b) Because libraries are expected to be 
free, like lecture rooms and laboratories 


Explanation: There is a growing expectation that 
university library services should be provided free 
of charge, similar to other university facilities like 
lecture rooms and laboratories. 


Q24: What is the principal source of funds for 
college libraries? 


a) Donations from alumni 

b) Grants from the University Grants Commission 
c) Allocation from the current operating funds of 
the college 

d) Membership fees charged to students 


Answer: c) Allocation from the current 
operating funds of the college 


Explanation: The principal source of funds for 
college libraries is the allocation from the current 
operating funds of the college. 


Q25: How do the funding needs of established 
college libraries differ from those of new 
colleges? 


a) Established colleges focus on updating their 
collection, while new colleges need to build a 
basic collection 

b) New colleges receive more government grants 
than established colleges 

c) Established colleges need to increase fees for 
library use, while new colleges do not 

d) Both established and new colleges have similar 
funding needs 


Answer: a) Established colleges focus on 
updating their collection, while new colleges 
need to build a basic collection 


Explanation: Established college libraries need 
funds to update and remedy weaknesses in their 
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existing collection, whereas new colleges need to 
build a complete basic collection. 


Q26: What are some additional sources of 
income for college libraries besides the 
principal allocation? 


a) Only fees charged to students 

b) Government grants and private donations 
c) International grants and memberships 

d) Subscription fees from students and annual 
recurring and non-recurring grants 


Answer: d) Subscription fees from students 
and annual recurring and non-recurring grants 


Explanation: Additional sources of income for 
college libraries include subscription/membership 
fees charged to students and annual recurring and 
non-recurring grants from State Governments or 
governing bodies of the institution. 


Q27: How should library fees collected from 
students in primary schools be used? 


a) For general school expenses 

b) For books and equipment exclusively 
c) For teacher salaries 

d) For school maintenance 


Answer: b) For books and equipment 
exclusively 


Explanation: The entire library fee collected from 
students in primary schools should be spent 
exclusively on books and equipment. 


Q28: What sources should ideally contribute to 
the library fund of a school? 


a) Only government grants 

b) Fee collected from pupils, contributions from 
management and government, and donations 

c) Private donations exclusively 

d) Revenue from school events 


Answer: b) Fee collected from pupils, 
contributions from management and 
government, and donations 


Explanation: The library fund should ideally 
include fees collected from pupils, equal 
contributions from the management, matching 
contributions from government or local bodies, 
and donations. 


Q29: According to the UNESCO Public 
Library Manifesto (1994), who should fund 
public libraries? 


a) Local or national government 
b) Private sector only 

c) Local community organizations 
d) International agencies only 


Answer: a) Local or national government 


Explanation: The UNESCO Public Library 
Manifesto (1994) prescribes that public libraries 
should be wholly funded by local or national 
government. 


Q30: What is a characteristic financial issue 
faced by public libraries in general? 


a) High revenue earning capacity 

b) Minimal demand for funds 

c) Expenditure-inclined with recurring demand for 
increasing funds 

d) Sufficient funds from local community only 


Answer: c) Expenditure-inclined with 
recurring demand for increasing funds 


Explanation: Public libraries are expenditure- 
inclined with recurring nature of service and 
hence have a recurring demand for ever-increasing 
funds. 


Q31: What has historically been a source of 
funds for public libraries? 


a) Only private donations 

b) Government sources and patronage of 
aristocracy 

c) International loans 

d) Community fundraising events only 
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Answer: b) Government sources and patronage 
of aristocracy 


Explanation: Historically, public libraries have 
generated funds from government sources and the 
patronage of aristocracy. 


Q32: What proportion of the budget for public 
libraries in the USA is typically contributed by 
the Local Government, State Government, and 
Federal Government? 


a) 50%, 30%, 20% 
b) 60%, 25%, 15% 
c) 70%, 20%, 10% 
d) 40%, 35%, 25% 


Answer: b) 60%, 25%, 15% 


Explanation: In the USA, the Local Government 
contributes 60%, the State Government 25%, and 
the Federal Government 15% of the public library 
budget. 


Q33: What has been a challenge regarding 
public library funding in India? 


a) Excessive funding from the Central 
Government 

b) Adequate financial assistance from local bodies 
c) Low contributions from both Central and State 
Governments 

d) High revenue from user fees 


Answer: c) Low contributions from both 
Central and State Governments 


Explanation: \n India, contributions from both 
Central and State Governments to public library 
funds have been too low, and there is no national 
policy or Union library legislation. 


Q34: What financial support options are 
available for public libraries in India? 


a) Only state government grants 
b) Five-year plans, RRRLF, and grants from 
various departments and national archives 


c) Exclusively private donations 
d) Community fundraisers 


Answer: b) Five-year plans, RRRLF, and 
grants from various departments and national 


archives 


Explanation: Public libraries in India can seek 
financial support from five-year plans, RRRLF, 
grants from the Department of Culture, and the 
National Archive of India. 


Situation in 
India 


Aspect Details 
Government - Description: Even though 
Responsibility | local communities manage 
public libraries, the 
government should provide 
adequate financial 
assistance. 
Funding - Contribution Breakdown: 
Norms in the - Local Government: 60% 
USA - State Government: 25% 
- Federal Government: 15% 
Current - Issues: 


- Lack of national policy and 
Union library legislation. 

- Insufficient contributions 
from Central and State 
Governments. 

- No significant 
improvement despite the 
transfer of library 
responsibilities to local 
bodies through constitutional 
amendments (73rd and 74th, 
1992). 

- The National Commission 
on LIS proposed in the 8th 
Five Year Plan has not yet 
been implemented. 


Sources of 
Financial 
Support 


- Available Support: 

- Five Year Plans 

- Raja Rammohun Roy 
Library Foundation 
(RRRLF) 

- Grants from the 
Department of Culture (for 
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certain libraries) 

- Grants from the National 
Archive of India (for 
preservation of rare books) 


Q35: What did the K.P. Sinha Committee 
recommend in 1958 for library funding? 


a) Creation of a single national library fund 

b) Block Library Fund and Municipal Library 
Fund through cess, with equal contributions from 
Central and State governments 

c) Only state government contributions for 
libraries 

d) Private sector funding exclusively 


Answer: b) Block Library Fund and Municipal 
Library Fund through cess, with equal 
contributions from Central and State 
governments 


Explanation: The K.P. Sinha Committee 
recommended the creation of Block Library Fund 
and Municipal Library Fund through cess, with 
equal contributions from Central and State 
governments, and a gradual increase in state 
contributions. 


Q36: What did the Prof D.P. Chattopadhyaya 
Committee recommend in 1985 regarding 
library funding? 


a) Central government should fund libraries under 
non-plan expenditure 

b) 6-10% of the education budget for libraries and 
central government funding under plan 
expenditure 

c) Only local government funding for libraries 

d) Elimination of library funding from the 
education budget 


Answer: b) 6-10% of the education budget for 
libraries and central government funding 
under plan expenditure 


Explanation: The Prof D.P. Chattopadhyaya 
Committee recommended allocating 6-10% of the 


education budget for libraries and central 
government funding under plan expenditure. 


Q37: According to the 1985 recommendations, 
where should public libraries, especially in 
rural areas, draw additional resources from? 


a) Private sector investments 

b) Official agencies like National Adult Education 
Programme, Agricultural Extension Programme, 
Distance Education Programme, etc. 

c) Foreign donations exclusively 

d) Community fundraisers 


Answer: b) Official agencies like National 
Adult Education Programme, Agricultural 
Extension Programme, Distance Education 
Programme, etc. 


Explanation: Public libraries in rural areas should 
draw additional resources from official agencies 
like the National Adult Education Programme, 
Agricultural Extension Programme, and Distance 
Education Programme. 


Q38: What has been the actual expenditure on 
libraries by states compared to the 
recommended target of 6-10% of the education 
budget? 


a) States spent more than 6-10% of the education 
budget 

b) States spent less than 1% of the education 
budget 

c) States spent exactly 6-10% of the education 
budget 

d) States have not reported any expenditure on 
libraries 


Answer: b) States spent less than 1% of the 
education budget 


Explanation: Compared to the recommended 
target of 6-10% of the education budget, states 
have spent far less than 1% of the education 
budget on libraries. 
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Q39: How does the per capita expenditure on 
libraries compare to the recommended 
standard of more than Re. | per capita (1988- 
89)? 


a) Most states spend more than Re. 1 per capita 
b) Most states spend exactly Re. 1 per capita 

c) Most states spend much less than Re. | per 
capita 

d) Per capita expenditure is not relevant to library 
funding 


Answer: c) Most states spend much less than 
Re. 1 per capita 


Explanation: Most states spend much less than 
Re. | per capita, even after 20 years, compared to 
the recommended standard of more than Re. | per 
capita. 


Recommendation | Details 


K.P. Sinha - Recommendations: 
Committee (1958) | - Creation of Block 
Library Fund and 
Municipal Library Fund 
through cess. 

- Central and State 
governments should 
contribute equally, with a 
provision to gradually 
increase the state 
contribution to three 
times the cess amount. 


Prof. D.P. - Recommendations: 
Chattopadhyaya | - Allocate 6-10% of the 
Committee (1985) | education budget for 
libraries. 

- Central government 
should provide funds 
under plan expenditure. 
- Public libraries, 
especially in rural areas, 
should draw resources 
from official programs 
(e.g., National Adult 
Education Programme, 
Agricultural Extension 
Programme, Distance 


Education Programme). 
- Industrial organizations 
should also contribute to 
library funding. 


Current Situation | - State Spending: 

- States spent less than 
1% of the education 
budget on libraries, 
compared to the 
recommended 6-10%. 

- Most states spend much 
less than the suggested 
Re. | per capita standard 
(1988-89), even after 20 
years, despite the 
substantial reduction in 
the buying power of the 
Rupee. 


Q40: What are the main sources of public 
library revenue? 


a) Subscriptions, library cess, grants from 
government, and endowments 

b) Only government grants and endowments 

c) Subscriptions and private donations only 

d) Library cess and subscription fees exclusively 


Answer: a) Subscriptions, library cess, grants 
from government, and endowments 


Explanation: The main sources of public library 
revenue include subscriptions, library cess, grants 
from government, and endowments. 


Q41: What is a widely disputed view regarding 
library subscriptions as a source of funding? 


a) Subscriptions are essential for library 
sustainability 

b) Subscriptions defeat the concept of free public 
library service 

c) Subscriptions are the primary source of library 
revenue 

d) Subscriptions should be used to fund new 
library projects 
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Answer: b) Subscriptions defeat the concept of 
free public library service 


Explanation: There is a widely disputed view that 
subscriptions defeat the whole concept of free 
public library service, as advocated by 
Ranganathan. 


Q42: What did the Advisory Committee for 
Libraries, Government of India (1957) describe 
subscription libraries as? 


a) Models of successful funding 

b) Efficient and innovative 

c) Stagnating pools 

d) Exemplary systems of public service 


Answer: c) Stagnating pools 


Explanation: The Advisory Committee described 
subscription libraries as 'stagnating pools,’ 
indicating that they did not effectively serve the 
public in the way intended. 


Q43: How many states in India have public 
library legislation? 


a) Ten 

b) Nineteen 

c) Twenty-five 
d) Fifteen 


Answer: b) Nineteen 


Explanation: Nineteen states in India have public 
library legislation and run public libraries under a 
statutory system. 


Q44: Which states have a ‘pure form’ of 
statutory system for public libraries with 
provisions for raising library cess? 


a) Uttar Pradesh, Punjab, Haryana 

b) Tamil Nadu, Andhra Pradesh, Karnataka, 
Kerala, Goa 

c) West Bengal, Maharashtra, Gujarat 

d) Bihar, Jharkhand, Assam 


Answer: b) Tamil Nadu, Andhra Pradesh, 
Karnataka, Kerala, Goa 


Explanation: Tamil Nadu, Andhra Pradesh, 
Karnataka, Kerala, and Goa have a ‘pure form’ of 
statutory system with provisions for raising library 
cess. 


Q45: What is the library cess rate for Tamil 
Nadu and Andhra Pradesh as provided by their 
Library Acts? 


a) 1% 
b) 3% 
c) 6% 
d) 10% 


Answer: c) 6% 


Explanation: Tamil Nadu and Andhra Pradesh 
Library Acts have provided for a library cess in 
the form of a surcharge at the rate of six percent. 


Q46: What additional funding do Karnataka 
public libraries receive apart from library 
cess? 


a) Special grants for specific purposes 

b) Donations from local businesses 

c) Grants from the government equivalent to a 
percentage of total land revenue collection 

d) International aid 


Answer: c) Grants from the government 
equivalent to a percentage of total land revenue 
collection 


Explanation: In addition to the library cess, 
Karnataka public libraries receive a grant from the 
government equivalent to three percent (later 
increased to six percent) of the total land revenue 
collection. 


Q47: What type of statutory system is found in 
states without a library cess? 


a) Pure form statutory system 
b) Mixed form statutory system 
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c) Voluntary system 
d) Non-statutory system 


Answer: b) Mixed form statutory system 


Explanation: States without a library cess have a 
‘mixed form’ statutory system, where grants-in- 
aid are provided instead of a library cess. 


Q48: What is a significant challenge faced by 
public libraries relying solely on library cess? 


a) Excessive funding 

b) Uniform service across the country 

c) Insufficient funds to meet continuously 
growing needs 

d) High administrative costs 


Answer: c) Insufficient funds to meet 
continuously growing needs 


Explanation: Experience shows that library cess 
alone cannot be sufficient to meet the 
continuously growing needs of public libraries. 


More info 


undermining the free service 


concept and _ describing 
subscription libraries as 
'stagnating pools." 


- Current Situation: A new 
review is needed considering 
modern practices like 
privatization and __ public- 
private partnerships. 


Public 
Library 
Legislation in 
States 


- Nineteen States: Have 
public library legislation with 
varied statutory systems. 
- Pure Form: 
- Tamil Nadu, Andhra 
Pradesh, Karnataka, Kerala, 
Goa: Raise library cess as a 
surcharge on taxes. 
- Example: Tamil Nadu and 
Andhra Pradesh impose a 6% 
surcharge on land and property 
tax. Karnataka's cess includes 
land, house, octroi, vehicle, 
and professional taxes. 


Source of Details 
Public 
Library 


Revenue 


Main Sources | - Subscriptions: Controversial 
as it may contradict the free 
public library service 
philosophy. 

- Library Cess: A surcharge 
on taxes dedicated to library 
funding. 

- Grants from Government: 
Financial support from various 


Mixed Form 
Statutory 
System 


- States: Do not propose a 
library cess but provide grants- 
in-aid. 

- Types of Libraries: 
Subscription Libraries, 
Recognised Libraries, Grant- 
in-aid Libraries, Affiliated 
Libraries. 

- Characteristics: Allow 
charging subscriptions and are 
run by voluntary organizations 
with gifts and donations. 


levels of government. 
- Endowments: Funds 
provided through donations or 
bequests. 
Subscription | - Opposing Views: 
Debate - Ranganathan and _ the 


Advisory Committee for 
Libraries (1957) opposed 
subscriptions, viewing them as 


States 
Without 
Legislation 


- Situation: No _ statutory 
system for public libraries. 
- Support: Direct government 
efforts and grants-in-aid to 
voluntary organizations 
running libraries. 
- Challenges: Library cess 
alone is insufficient to meet 
growing needs, and varying 
taxable capacities make 


BLIE 226 BLOCK 3 UNIT 10 SOURCES OF FINANCE AND RESOURCE MOBILISATION 


standardizing services 


difficult. 


Q49: From where do special libraries typically 
obtain their funds? 


a) Local community donations 

b) Appropriations made by their respective parent 
organizations 

c) Government grants only 

d) User subscription fees 


Answer: b) Appropriations made by their 
respective parent organizations 


Explanation: Special libraries get their funds from 
appropriations made by their respective parent 
organizations. 


Q50: What should a special library do when 
the parent body takes up a new project or 
program requiring library support? 


a) Provide additional funds from its own budget 
b) Request additional funds from the parent 
organization 

c) Seek external funding immediately 

d) Reduce other library expenses to accommodate 
the new project 


Answer: b) Request additional funds from the 
parent organization 


Explanation: When the parent body takes up a 
new project needing library support, the special 
library should request additional funds from the 
parent organization to set up the necessary 
facilities. 


Q51: What type of grants do special libraries 
obtain in addition to funds from their parent 
organizations? 


a) Regular annual grants 

b) Ad hoc grants from governmental agencies 
c) Subscription fees from users 

d) Donations from private individuals 


Answer: b) Ad hoc grants from governmental 
agencies 


Explanation: Special libraries also obtain ad hoc 
grants from governmental agencies for specific 
purposes. 


Q52: What is one of the major fiscal 
management issues faced by libraries related to 
the budget for reading materials? 


a) Increased budget for salaries 

b) Decreased prices of serials and journals 
c) Large portion of the budget consumed by 
reading materials 

d) Adequate funds for new library projects 


Answer: c) Large portion of the budget 
consumed by reading materials 


Explanation: A significant fiscal management 
issue is that a large portion of the library budget is 
consumed by reading materials. 


Q53: How do prices of serials and journals 
compare to those of monographs? 


a) Increase at a slower rate 

b) Increase at the same rate 

c) Increase much more rapidly 
d) Remain constant 


Answer: c) Increase much more rapidly 


Explanation: Prices of serials and journals 
increase much more rapidly than those of 
monographs. 


Q54: What problem arises from the falling 
value of the Rupee against hard currencies? 


a) Increased library budget 

b) Higher costs for acquiring foreign reading 
materials 

c) Reduced demand for library services 

d) Decreased postal costs 


Answer: b) Higher costs for acquiring foreign 
reading materials 
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Explanation: The falling value of the Rupee 
against hard currencies leads to higher costs for 
acquiring foreign reading materials. 


Q55: Why is the reading materials budget 
more vulnerable during tight budget periods? 


a) Because salaries are prioritized over reading 
materials 

b) Due to the high cost of new library technology 
c) Because the reading materials budget is 
relatively larger 

d) Due to increased costs of library maintenance 


Answer: a) Because salaries are prioritized 
over reading materials 


Explanation: During tight budget periods, the 
reading materials budget is more vulnerable as it 
is often prioritized less compared to salaries and 
other maintenance costs. 


Q56: What complicates the allocation of the 
reading materials budget among different 
subjects or document types? 


a) Stable prices for all materials 

b) Consistent conversion rates 

c) Increased prices and unconfirmed costs 

d) Uniform budget increases across all categories 


Answer: c) Increased prices and unconfirmed 
costs 


Explanation: Allocation of the reading materials 
budget is complicated by increased prices and 
unconfirmed costs of reading materials. 


Q57: What issue arises from inconsistent 
conversion rates and unexpected price 
increases? 


a) Simplified budget management 

b) Enhanced clarity in financial planning 

c) Complicated fiscal management and errors 
d) Improved accuracy in budgeting 


Answer: c) Complicated fiscal management 
and errors 


Explanation: Inconsistent conversion rates and 
unexpected price increases complicate fiscal 
management and can lead to errors. 


Q58: What challenge does the process of 
encumbering funds face in a manual system? 


a) Accurate recording of expenditures 

b) Efficient handling of additional volumes 
c) Errors and broad approximations in 
expenditures and available balance funds 
d) Simplified tracking of commitments 


Answer: c) Errors and broad approximations 
in expenditures and available balance funds 


Explanation: The process of encumbering funds 
in a manual system can lead to errors and broad 
approximations of expenditures and available 
balance funds. 


Q59: What is one of the major characteristics 
of library expenditure? 


a) Libraries are revenue-generating institutions 
b) Libraries are temporary and evolving bodies 
c) Libraries are spending institutions and 
contribute to nation-building 

d) Libraries primarily focus on generating profit 


Answer: c) Libraries are spending institutions 
and contribute to nation-building 


Explanation: Libraries are considered spending 
institutions that participate in nation-building 
activities and invest in human capital. 


Q60: How does the nature of libraries as a 
"growing organism" affect their expenditure? 


a) It leads to a decrease in expenditure over time 
b) It results in stable expenditure levels 

c) It implies that the library's requirements will 
continually increase, leading to more expenditure 
d) It reduces the need for new documents and staff 
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Answer: c) It implies that the library's 
requirements will continually increase, leading 
to more expenditure 


Explanation: As a growing organism, libraries 
continuously expand their documents, readers, and 
staff, leading to increased expenditure. 


Q61: Why is library expenditure considered 
recurring in nature? 


a) Libraries are temporary institutions 

b) Libraries do not need regular updates or 
maintenance 

c) Libraries maintain a continuous rhythm to meet 
the academic requirements of their clientele 

d) Libraries only require funding for initial setup 


Answer: c) Libraries maintain a continuous 
rhythm to meet the academic requirements of 
their clientele 


Explanation: Library expenditure is recurring 
because libraries need to continuously update and 
maintain services to meet ongoing academic 
requirements. 


Q62: In what way does the role of libraries as 
spending institutions differ from that of 
revenue-fetching agencies? 


a) Libraries generate significant revenue for their 
institutions 

b) Libraries participate in nation-building by 
investing in human capital, rather than generating 
revenue 

c) Libraries focus solely on reducing expenditures 
d) Libraries are primarily concerned with profit- 
making 


Answer: b) Libraries participate in nation- 
building by investing in human capital, rather 
than generating revenue 


Explanation: Unlike revenue-fetching agencies, 
libraries invest in human capital and contribute to 
nation-building through their expenditures. 
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Q63: What is one characteristic of Line Item or 
Incremental or Historical or Object-of- 
Expenditure Type Budgeting? 


a) It emphasizes performance evaluation of 
activities 

b) It involves a detailed review of future 
projections 

c) It divides expenditure into broad categories and 
uses past expenditure as a basis 

d) It allows for easy shifting of funds between 
different categories 


Answer: c) It divides expenditure into broad 
categories and uses past expenditure as a basis 


Explanation: This method involves categorizing 
expenditures line-by-line and using historical 
expenditure to prepare the current budget. 


Q64: What is a major weakness of Line Item or 
Incremental or Historical or Object-of- 
Expenditure Type Budgeting? 


a) It requires detailed future projections 

b) It allows for flexibility in shifting funds 
between categories 

c) It does not account for performance evaluation 
or future needs 

d) It encourages frequent budget revisions 


Answer: c) It does not account for performance 
evaluation or future needs 


Explanation: This method lacks performance 
evaluation and does not involve review or 
adjustment based on future requirements. 


Q65: What distinguishes Formula Budgeting 
from other budgeting methods? 


a) It is based on past expenditure and historical 
data 

b) It uses financial norms and standards to relate 
inputs like users served and book stock ratio 

c) It focuses on the detailed performance 
evaluation of services 

d) It emphasizes flexibility in budget allocation 
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Answer: b) It uses financial norms and 
standards to relate inputs like users served and 
book stock ratio 


Explanation: Formula Budgeting uses specific 
formulas related to financial norms and standards 
to estimate and justify budgets. 


Q66: What is a key feature of Programme 
Budgeting as described in the Hoover 
Commission Report? 


a) It divides expenditures into broad categories 
based on historical data 

b) It focuses on the cost of specific programmes 
and services, and includes a consideration of 
alternatives 

c) It relies on financial formulas for budget 
estimation 

d) It emphasizes the shifting of funds between 
different budget categories 


Answer: b) It focuses on the cost of specific 
programmes and services, and includes a 
consideration of alternatives 


Explanation: Programme Budgeting involves 
outlining objectives, considering alternatives, and 
selecting the best option based on effectiveness and 
efficiency. 


Q67: How does Programme _ Budgeting 
determine the allocation of funds? 


a) By increasing previous year’s budget by a fixed 
percentage 

b) By relating financial estimation to user metrics 
and standards 

c) By calculating the cost of specific programmes 
and deciding whether to continue, modify, or 
delete them 

d) By focusing on historical expenditure patterns 


Answer: c) By calculating the cost of specific 
programmes and deciding whether to continue, 
modify, or delete them 


Explanation: Programme Budgeting allocates 
funds based on the cost of specific programmes and 
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services, and determines their continuation or 
modification. 


Q68: What is a characteristic of a budget that 
groups major programmes or functions? 


a) It focuses on the historical expenditure of each 
item 

b) It allows heads of departments to assess their 
needs and monitor expenditures 
c) It emphasizes performance and operational 
efficiency 

d) It uses formulas based on financial norms and 
standards 


Answer: b) It allows heads of departments to 
assess their needs and monitor expenditures 


Explanation: Grouping major programmes or 
functions helps departmental heads to evaluate 
their requirements and track their expenditures. 


Q69: How does Performance Budgeting differ 
from Programme Budgeting? 


a) It focuses on the historical expenditure patterns 
of previous years 

b) It emphasizes the performance and operational 

efficiency of activities 

c) It allocates funds based on financial norms and 

standards 

d) It divides expenditure into broad categories like 
books and salaries 


Answer: b) It emphasizes the performance and 
operational efficiency of activities 


Explanation: Performance Budgeting focuses on 
measuring the performance of activities and 
operational efficiency, whereas Programme 
Budgeting centers around the costs of specific 
programmes. 


Q70: What is a major challenge of Performance 
Budgeting? 


a) It is difficult to quantify service quality and 
activities in monetary terms 

b) It does not provide a detailed breakdown of 
expenditures 
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c) It lacks consideration for different departmental 
needs 
d) It uses historical expenditure data for budgeting 


Answer: a) It is difficult to quantify service 
quality and activities in monetary terms 


Explanation: Performance Budgeting faces 
challenges in measuring service quality and 
activities in terms of money, as it focuses more on 
quantity than quality. 


Q71: What method is used in Performance 
Budgeting to measure efficiency? 


a) Incremental budgeting 
b) Cost-benefit analysis 
c) Formula budgeting 

d) Line-item budgeting 


Answer: b) Cost-benefit analysis 


Explanation: Performance Budgeting uses cost- 
benefit analysis to measure the performance of 
activities and establish efficiency norms. 


Q72: How is the budget determined in 
Performance Budgeting? 


a) By increasing previous year’s budget by a fixed 
percentage 

b) By applying formulas based on financial 
standards 

c) By multiplying unit costs for specific operations 
by the anticipated volume of operations 
d) By assessing historical expenditure and 
adjusting for inflation 


Answer: c) By multiplying unit costs for specific 
operations by the anticipated volume of 
operations 


Explanation: In Performance Budgeting, the 
budget is calculated by multiplying the unit cost of 
specific operations by the expected volume of 
those operations. 


Q73: What is a key feature of the Planning 
Programming Budgeting System (PPBS)? 
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a) It uses historical expenditure data for budgeting 
b) It combines planning, systems analysis, and 
performance measurement 

c) It focuses solely on the allocation of funds 
based on past expenditures 

d) It primarily uses formula-based financial 
estimation 


Answer: b) It combines planning, systems 
analysis, and performance measurement 


Explanation: PPBS combines planning with 
systems analysis and performance measurement to 
compare costs and benefits of alternative 
approaches. 


Q74: How does PPBS differ from Programme 
Budgeting? 


a) PPBS is solely focused on financial norms and 
standards 

b) PPBS involves systems analysis and cost- 
effectiveness processes 
c) PPBS relies on incremental budgeting based on 
previous years' expenditures 
d) PPBS uses line-item budgeting for categorizing 
expenses 


Answer: b) PPBS involves systems analysis and 
cost-effectiveness processes 


Explanation: Unlike Programme Budgeting, PPBS 
incorporates systems analysis and _ cost- 
effectiveness processes to evaluate different 
approaches to achieving policy goals. 


Q75: What is a major challenge in implementing 
PPBS? 


a) It fails to integrate planning and performance 
measurement 

b) It focuses on the execution of existing 
programmes rather than evaluating new ones 

c) It has significant gaps in evaluating the impact 
of different funding levels 

d) It lacks a focus on the establishment of goals 
and objectives 


Answer: c) It has significant gaps in evaluating 
the impact of different funding levels 
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Explanation: Implementing PPBS can _ be 
challenging due to difficulties in evaluating the 
impact of various funding levels and other 
implementation issues. 


Q76: What is one of the critical gaps of PPBS? 


a) It focuses on how to perform tasks rather than 
what will be done 

b) It does not include systems analysis in its 
methodology 

c) It provides a mechanism for continuous 
evaluation of all programmes 

d) It calculates costs based on actual expenditures 
rather than planned decisions 


Answer: a) It focuses on how to perform tasks 
rather than what will be done 


Explanation: A critical gap in PPBS is its focus on 
what will be done rather than how to do it, which 
can lead to gaps in implementation. 


Q77: In PPBS, what aspect is emphasized along 
with planning and systems analysis? 


a) Incremental budgeting based on past years' 
allocations 

b) Cost calculation based on decisions made in 
planning and programming steps 

c) Formula budgeting for quick financial 
estimation 

d) Historical budgeting and line-item 
categorization 


Answer: b) Cost calculation based on decisions 
made in planning and programming steps 


Explanation: In PPBS, cost calculations are based 
on decisions made during the planning and 
programming stages, integrating both planning and 
financial considerations. 


More info about PPBS 


Aspect Details 


1. Origin and |- Proposed by the United 
Definition States Department of 
Defense (USDOD) in 1961. 
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- Combines budgeting and 
systems analysis to provide a 
systematic comparison of 
costs and _ benefits of 
alternative approaches. 
- Aims to establish a rational 
basis for decision-making 


between alternative 

programmes. 
2. Combination | - Merges programme 
of Budgeting | budgeting and performance 
Methods budgeting. 

- Focuses on_ planning, 


starting with goal and 
objective establishment, and 
ends with programme or 
service formulation. 


3. Key Elements 


- Includes planning 
activities, programmes, and 
services. 

- Translates them into 
tangible projects. 
- Presents requirements in 
budgetary terms. 
- Measurement and 
performance evaluation are 
central components. 


4. Practical 
Difficulties 


- Great disparities in practice 
and lack of standards for 
measuring effectiveness. 
- Implementation issues and 
critical gaps include: 
(i) Focus on what will be 
done rather than how. 
(ii) Lack of operating tools. 
(iii) No mechanism for 
evaluating impact of funding 
levels. 

(iv) Emphasis on new 
programmes or major 
increases rather than 
evaluation of existing ones. 
(v) Cost calculation based on 
planning and programming 
decisions. 
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Q78: What is a fundamental principle of Zero- 
Based Budgeting (ZBB)? 


a) It allows for incremental growth based on past 
expenditures 

b) It requires that every programme and activity be 
justified from scratch each year 
c) It is based on historical expenditure data 
d) It emphasizes planning based on previous 
budgets 


Answer: b) It requires that every programme 
and activity be justified from scratch each year 


Explanation: ZBB requires that each programme 
and activity be justified from scratch each year, 
without reference to past budgets. 


Q79: Which step is NOT involved in the 
preparation of Zero-Based Budgeting (ZBB)? 


a) Grouping activities/programmes to the lowest 
level entity 

b) Examining and evaluating alternative methods 
for each programme 

c) Incrementally increasing the budget based on 
past allocations 

d) Ranking ‘decision packages’ and setting a cut- 
off point for budget allocation 


Answer: c) Incrementally increasing the budget 
based on past allocations 


Explanation: ZBB does not allow for incremental 
increases based on past allocations; instead, it 
requires justifying each budget request afresh. 


Q80: What does Zero-Based Budgeting (ZBB) 
emphasize over historical budgeting methods? 


a) Incremental growth of the budget 

b) Justifying each part of the programme every 
year 

c) Historical expenditure data 

d) Automatic budget increases based on previous 
year's allocations 


Answer: b) Justifying each part of the 
programme every year 
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Explanation: ZBB emphasizes justifying each 
programme and activity annually, unlike historical 
budgeting which relies on past expenditures. 


Q81: What is a key challenge associated with 
implementing Zero-Based Budgeting (ZBB)? 


a) It requires less time and effort compared to other 
budgeting methods 
b) It simplifies the ranking of decision packages 
c) It involves significant time, effort, and 
administrative challenges 
d) It eliminates the need for detailed financial 
requirements 


Answer: c) It involves significant time, effort, 
and administrative challenges 


Explanation: ZBB is challenging to implement due 
to the extensive time and effort required, along with 
administrative difficulties in developing and 
ranking decision packages. 


Q82: In Zero-Based Budgeting (ZBB), what is 
the purpose of creating ‘decision packages’? 


a) To track past budget allocations 
b) To justify and rank programmes and activities 
systematically 

c) To automatically increase budget allocations 
d) To simplify the budgeting process without 
evaluation 


Answer: b) To justify and rank programmes and 
activities systematically 


Explanation: ‘Decision packages’ are created in 
ZBB_ to systematically justify and rank 
programmes and activities, ensuring detailed 
evaluation and ranking. 


Q83: What is a key advantage of newer 
budgetary methods compared to the historical 
method? 


a) They’ rely  on_ past — expenditures 
b) They offer a more objective justification for 
spending 

c) They focus solely on increasing budgets 
incrementally 
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d) They require less understanding of the budget 
process 


Answer: b) They offer a more objective 
justification for spending 


Explanation: Newer budgetary methods provide a 
more objective justification for spending compared 
to the historical method. 


Q84: What aspect of library functions and 
services poses a challenge for budgeting in 
India? 


a) The discontinuation of existing services 

b) The need for more frequent budget revisions 
c) The high cost of new technologies 

d) The complexity of library staffing needs 


Answer: a) The discontinuation of existing 
services 


Explanation: In India, most library functions and 
services are of a continuing nature and cannot be 
easily discontinued, which poses a challenge for 
budgeting. 


Q85: According to Ranganathan, what should 
be the proportion of expenditure on staff in a 
university library? 


a) 40% 
b) 30% 
c) 50% 
d) 20% 


Answer: c) 50% 


Explanation: Ranganathan suggested that 50% of 
the university library’s expenditure should be on 
staff. 


Q86: What budgetary provision did _ the 
University Grants Commission Library 
Committee (1957) suggest for a university 
library with 5,000 students and 500 staff? 


a) Rs.1,75,000 for books and Rs.1,75,000 for staff 
b) Rs.3,50,000 for books and Rs.3,50,000 for staff 
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c) Rs.2,00,000 for books and Rs.1,50,000 for staff 
d) Rs.1,50,000 for books and Rs.2,00,000 for staff 


Answer: a) Rs.1,75,000 for books and 
Rs.1,75,000 for staff 


Explanation: The UGC Library Committee 
suggested a budgetary provision of Rs.3,50,000, 
with Rs.1,75,000 allocated for books and reading 
materials and Rs.1,75,000 for staff. 


Q87: What is the general trend in library 
expenditures compared to the recommendations 
by Ranganathan and the UGC _ Library 
Committee? 


a) Higher expenditure on books than on staff 
b) Equal expenditure on books and staff 

c) Higher expenditure on staff salaries than on 
books 

d) Higher expenditure on miscellaneous items 


Answer: c) Higher expenditure on staff salaries 
than on books 


Explanation: The general trend in_ library 
expenditure tends to be higher for staff salaries 
compared to books, despite recommendations 
suggesting equal expenditure. 


More info: 
Aspect Details 
Ranganathan's - Staff. 50% 
Suggested - Books and Other 
Expenditure Reading Materials: 
40% 
- Miscellaneous: 10% 
University Grants |- For a_ university 


Commission Library | library serving 5,000 
Committee (1957) | students and 500 


Recommendations teachers/research 
fellows: 
- Total Budget: Rs. 
3,50,000 
- Books, Journals, 
and Reading 
Materials: Rs. 
1,75,000 


- Staff: Rs. 1,75,000 
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- Implies — equal 
expenditure on books 
and staff. 


General Trend in| - Typically, 
Library Expenditures | expenditure on staff 
salaries is higher than 
on books and reading 
materials. 


Q88: According to general norms suggested by 
the University Grants Commission and other 
experts, what percentage of the library budget 
is allocated to salaries and allowances? 


a) 40% 
b) 50% 
c) 60% 
d) 70% 


Answer: b) 50% 


Explanation: The general norm for library budgets 
allocates 50% to salaries and allowances. 


Q89: What percentage of the library budget is 
typically allocated to books according to the 
norms? 


a) 15% 
b) 20% 
c) 25% 
d) 30% 


Answer: b) 20% 


Explanation: According to general norms, 20% of 
the library budget is allocated to books. 


Q90: In public libraries, what is the percentage 
allocation for periodicals and newspapers? 


a) 10% 
b) 5% 
c) 7% 
d) 20% 


Answer: b) 5% 
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Explanation: Public libraries allocate 5% of their 
budget to periodicals and newspapers. 


Q91: How much of the library budget is 
typically allocated to binding? 


a) 3% 
b) 5% 
c) 7% 
d) 10% 


Answer: c) 7% 


Explanation: The typical allocation for binding in 
a library budget is 7%. 


Q92: What is the current thinking on library 
and information services regarding budget 
alignment? 


a) Budget should be based on historical spending 
b) Budget should be aligned with user needs 
c) Budget should prioritize technological upgrades 
d) Budget should focus primarily on book 
acquisitions 


Answer: b) Budget should be aligned with user 
needs 


Explanation: Current thinking emphasizes that 
library budgets should be aligned with user needs 
and service requirements. 


More info: UGC norms 


Aspect Details 


General Norms for | - Salaries and 
University Libraries | Allowances: 50% 
- Books: 20% 
- Periodicals: 13% 
- Binding: 7% 
- Others (Supplies, 
Maintenance, _ etc.): 


10% 
Expenditure - Salaries and 
Distribution for | Allowances: 50% 
Public Libraries - Books: 20% 
- Periodicals and 
Newspapers: 5% 
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- Binding: 5% 
- Others: 20% 


Q93: What is one of the important bases for 
financial estimation in libraries? 


a) Library's geographical location 

b) Type of library furniture 

c) User population and its composition 
d) Library's historical expenditures 


Answer: c) User population and its composition 


Explanation: User population and its composition 
are key factors in estimating financial needs for 
libraries. 


Q94: which method is NOT mentioned as a 
general method for estimating library finances? 


a) Per-capita method 
b) Proportional method 
c) Method of details 
d) Historical method 


Answer: d) Historical method 


Explanation: The per-capita method, proportional 
method, and method of details but does not mention 
the historical method. 


Q95: Which factor is frequently used to 
determine the financial needs of a library? 


a) Library's building size 

b) Unsatisfied service pressures 
c) Library's geographic location 
d) Number of library staff 


Answer: b) Unsatisfied service pressures 


Explanation: Unsatisfied service pressures are 
commonly used to determine the financial needs of 
a library. 


Q96: What does the method of financial 
estimation based on per-capita involve? 
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a) Estimating finances based on the number of 
library staff 

b) Estimating finances based on the number of 
library users 

c) Estimating finances based on historical budget 
allocations 

d) Estimating finances based on the geographical 
location of the library 


Answer: b) Estimating finances based on the 
number of library users 


Explanation: The per-capita method involves 
estimating finances based on the number of library 
users. 


Q97: What is a key consideration in financial 
estimation for libraries according to established 
standards? 


a) Library's aesthetic design 

b) Number of library buildings 

c) National and international standards for quality 
in services 

d) Library's marketing strategies 


Answer: c) National and __ international 
standards for quality in services 


Explanation: Established national and international 
standards for quality in services are key 
considerations in financial estimation for libraries. 


More info: 
Methods and Techniques of Financial Estimation 


The success of any institution, including libraries, 
depends on the adequate and regular flow of 
finances. Proper financial estimation is essential 
for effective management. Libraries need to 
prepare financial estimates based on various 
factors, including their age, jurisdiction, quality of 
materials, number of readers, and other relevant 
aspects. 


Important Bases for Financial Estimation for 
Library Budget: 


1. User Population and Its Composition: 
Estimating the number of users and their 
demographics. 
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2. Material to Be Acquired: Types of media 
and information sources needed. 


3. Services to Be Provided: Aligning financial 
needs with the objectives and_ services 


offered. 


4. Unsatisfied Service Pressures: Addressing 
any gaps in service provision. 


5. Established Standards: Adhering to 
national and international standards for 
quality in services. 


6. Increase in Prices and Inflation: 
Accounting for rising costs of materials and 
inflation. 


Methods for Estimating Library Finances: 


1. Per-Capita Method: Estimating the budget 
based on a fixed amount per user. 


2. Proportional Method: Estimating finances 
based on proportions of different budget 
categories. 


3. Method of Details: Estimating finances by 
breaking down all specific requirements in 
detail. 


Q98: What does the Per Capita Method of 
financial estimation involve? 


a) Estimating finances based on the library's 
historical expenditures 

b) Fixing a minimum amount per head for 
standard library services 

c) Calculating finances based on the number of 
library staff 

d) Determining finances based on the library's 
geographic location 


Answer: b) Fixing a minimum amount per head 
for standard library services 


Explanation: The Per Capita Method involves 
fixing a minimum amount per head considered 
essential for providing standard library services. 


Q99: According to the University Grants 
Commission Library Committee (1957), what 
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amount should a university provide per student 
for library reading material? 


a) Rs. 10 
b) Rs. 15 
c) Rs. 25 
d) Rs. 30 


Answer: b) Rs. 15 


Explanation: The University Grants Commission 
Library Committee (1957) recommended Rs. 15 
per student for acquiring library reading material. 


Q100: What is one limitation of the Per Capita 
Method as mentioned in the passage? 


a) It does not account for the library’s geographical 
location 
b) It does not provide for inflation and devaluation 
c) It focuses solely on the number of library staff 
d) It requires detailed historical expenditure 
analysis 


Answer: b) It does not provide for inflation and 
devaluation 


Explanation: The Per Capita Method has the 
limitation of not accounting for inflation and 
devaluation, making its figures potentially 
outdated. 


Q101: According to Ranganathan, what was the 
suggested per capita expenditure for public 
libraries in 1950? 


a) 10 Paise 
b) 25 Paise 
c) 50 Paise 
d) 75 Paise 


Answer: c) 50 Paise 


Explanation: Ranganathan suggested a per capita 
expenditure of 50 Paise for public libraries in 1950. 


Q102: What is a suggested improvement for the 
Per Capita Method to address its limitations? 
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a) Use a fixed per capita amount without 
adjustments 

b) Relate per capita to a cost of living index or any 
suitable index 

c) Focus solely on the number of library users 

d) Adjust the per capita amount based on 
historical library expenditures 


Answer: b) Relate per capita to a cost of living 
index or any suitable index 


Explanation: Relating per capita to a cost of living 
index or a suitable index can help address the 
limitation of not accounting for inflation and 
devaluation. 


More info: 

Name Per Capita 
Recommendation 

University (1957) Rs. 15 per student 


Rs. 200 per teacher 


University (1964-66) Rs. 25 per student 
Rs. 300 per teacher 


Ranganathan Rs. 20 per student 
(University and | Rs. 300 per teacher 
College Libraries) 

Ranganathan Rs. 10 per student 
(Schools) 


Ranganathan (Public | 50 Paise per capita 
Libraries, 1950) 


Q103: What does the Proportional Method of 
financial estimation involve? 


a) Allocating a fixed amount per head for library 
services 

b) Providing finances based on a percentage of the 
institutional budget 

c) Estimating finances based on past expenditures 
d) Determining finances based on the number of 
library users 


Answer: b) Providing finances based on a 
percentage of the institutional budget 
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Explanation: The Proportional Method involves 
allocating finances based on a percentage of the 
institutional budget. 


Q104: According to the University Education 
Commission, what is a reasonable percentage of 
a university's budget to be allocated for its 
library? 


a) 3.0% 
b) 4.5% 
c) 6.5% 
d) 10.0% 


Answer: c) 6.5% 


Explanation: The University Education 
Commission recommended that 6.5% of a 
university’s budget would be a_ reasonable 
expenditure for its library. 


Q105: What percentage range did _ the 
University Education Commission suggest 
could vary depending on the development stage 
of a university library? 


a) 3.0% to 5.0% 
b) 4.0% to 7.0% 
c) 6.5% to 10.0% 
d) 10.0% to 15.0% 


Answer: c) 6.5% to 10.0% 


Explanation: The Commission suggested that the 
expenditure could vary from 65% to 10% 
depending on the stage of development of the 
university library. 


Q106: What is a common practice for the 
percentage of the total budget allocated to 
libraries in Indian universities? 


a) 1% 
b) 3% 
c) 6% 
d) 8% 


Answer: b) 3% 
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Explanation: In practice, the majority of 
universities in India spend hardly 3% of their total 
budget on their libraries. 


Q107: According to Ranganathan, what 
percentage of the total budget should be 
earmarked for public library purposes? 


a) 4% to 6% 
b) 6% to 10% 

c) 10% to 12% 
d) 12% to 15% 


Answer: b) 6% to 10% 


Explanation: Ranganathan suggested that 6% to 
10% of the total budget should be earmarked for 
public library purposes. 


Q108: What is a potential drawback of the 
Proportional Method in special libraries? 


a) It leads to equal allocation regardless of the 
library’s needs 
b) It does not consider the number of library users 
c) It can lead to high disparity due to large budgets 
of high technology and _ capital-intensive 
organizations 

d) It focuses only on past expenditure 


Answer: c) It can lead to high disparity due to 
large budgets of high technology and capital- 
intensive organizations 


Explanation: The Proportional Method can lead to 
high disparity in special libraries due to the larger 
budgets of high technology and capital-intensive 
organizations compared to other institutions. 


More info: 


Entity Proportional 
Recommendation 


University Education | 6.5% of university 
Commission budget 
(Varies from 6.5% to 
10%) 
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Typical Practice in | ~3% of total budget 
Indian Universities 


Colleges 4-5% of total 
expenditure 


Ranganathan (Public | 6-10% of total budget 
Libraries) 
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Q115: Who is responsible for library budget 
preparation? 


a) Only the librarian 

b) Only the finance department 

c) Everybody involved in running the library 
d) External auditors 


Answer: c) Everybody involved in running the 
library 


Explanation: Budget preparation in a library is the 
responsibility of everyone involved in running the 
library, not just the librarian. 


Q116: What should a library budget reflect to 
be considered effective? 


a) Random expenditure 

b) Ambiguity in projections 

c) Consistency with past fiscal activities 
d) Only current year’s estimates 


Answer: c) Consistency with past fiscal 
activities 


Explanation: A library budget should reflect 
consistency with past fiscal activities to be 
effective. 


Q117: What is the primary focus of budget 
activity in libraries throughout the year? 


a) Only annual budget preparation 

b) Tracking revenues 

c) Continuous budget management and 
adjustments 

d) Filing annual tax returns 


Answer: c) Continuous budget management 
and adjustments 


Explanation: Budget activity in libraries should 
involve continuous management and adjustments 
throughout the year, not just annual preparation. 


Q118: When are the Budget Estimates (BE) 
and Revised Estimates (RE) typically 
prepared? 


SAKET SHARMA 


a) At the end of the financial year 

b) At the beginning of the financial year 
c) Mid-year of the financial year 

d) Quarterly 


Answer: c) Mid-year of the financial year 


Explanation: Budget Estimates (BE) for the next 
year and Revised Estimates (RE) for the current 
year are usually prepared around mid-year. 


Q119: Which budgetary technique is most 
widely used in practice, despite the availability 
of several methods? 


a) Program Budgeting 

b) PPBS 

c) Zero-Based Budgeting 
d) Line Item Budgeting 


Answer: d) Line Item Budgeting 


Explanation: Despite various budgetary 
techniques, traditional Line Item Budgeting is 
most widely used in practice. 


Q120: What is a recommended practice for 
maintaining library accounts? 


a) Avoid reconciliation with the parent 
organization’s finance department 

b) Only track sanctioned budgets 

c) Periodically reconcile library accounts with the 
finance/accounts department of the parent 
organization 

d) Focus solely on donor contributions 


Answer: c) Periodically reconcile library 
accounts with the finance/accounts department 
of the parent organization 


Explanation: It is a good practice to periodically 
reconcile library accounts with the 
finance/accounts department of the parent 
organization to ensure accuracy. 


Q121: What is the key difference between 
operating and capital activities in library 
budgeting? 
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a) Operating activities occur irregularly, while 
capital activities recur regularly 

b) Operating activities recur regularly, while 
capital activities occur irregularly 

c) Operating activities are not part of the budget, 
while capital activities are 

d) Capital activities are anticipated from year to 
year, while operating activities are one-time 
expenses 


Answer: b) Operating activities recur 
regularly, while capital activities occur 
irregularly 


Explanation: Operating activities occur regularly 
and can be anticipated, whereas capital activities 
occur irregularly and often require special funding 
efforts. 


Q122: What should be done with revenues and 
expenditures in a library budget? 


a) Combine all revenues and expenditures into a 
single category 

b) Keep revenues and expenditures separate and 
categorize them by source and type 

c) Ignore the sources of revenues and focus only 
on total expenditures 

d) Only track expenditures and not revenues 


Answer: b) Keep revenues and expenditures 
separate and categorize them by source and 


type 


Explanation: Revenues should be broken down by 
their source, and expenditures should be grouped 
into categories with similar products or services. 


Q123: Which guideline assumes no changes in 
the budget or only an increase for inflation? 


a) Controlled growth 
b) Selected growth 
c) Steady state 

d) Overall reduction 


Answer: c) Steady state 
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Explanation: The 'steady state' guideline assumes 
no changes in the budget or only allows for an 
increase to cover inflation. 


Q124: What does the 'controlled growth' 
guideline establish for library budgeting? 


a) A percentage for overall reduction in 
expenditures 

b) Targeted increases with no personnel changes 
c) A determined percentage for total increase in 
expenditures 

d) No changes in the budget 


Answer: c) A determined percentage for total 
increase in expenditures 


Explanation: ‘Controlled growth! establishes a 
specific percentage for the total increase in 
expenditures. 


Q125: When preparing a library budget, why is 
it important to consider current and new 
factors like ICT developments and resource 
sharing? 


a) They are irrelevant to budgeting 

b) They affect the library's future growth and 
operational needs 

c) They only impact the financial statements, not 
the budget 

d) They should be ignored to simplify the 
budgeting process 


Answer: b) They affect the library's future 
growth and operational needs 


Explanation: Developments in ICT, resource 
sharing, and similar factors affect the library's 
future growth and operational needs, which must 
be considered in budget preparation. 


Q126: What is a crucial aspect to keep in view 
while preparing the library budget? 


a) The number of new books purchased 
b) The overall current economic condition of the 
parent organization and the country 
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c) Only past expenditures 
d) The personal preferences of library staff 


Answer: b) The overall current economic 
condition of the parent organization and the 
country 


Explanation: The current economic condition of 
both the parent organization and the country is 
crucial while preparing the library budget. 


Q127: Who has the primary responsibility for 
preparing and managing the library budget? 


a) Section or department heads 
b) The chief librarian 

c) The finance committee 

d) The library staff 


Answer: b) The chief librarian 


Explanation: The chief librarian is responsible for 
preparing and managing the library budget, 
although the responsibility can be delegated to 
section or department heads. 


Q128: When are the Budget Estimates (BE) for 
the next financial year and Revised Estimates 
(RE) for the current financial year typically 
prepared? 


a) At the end of the current financial year 

b) During the middle of the current financial year 
c) At the beginning of the financial year 

d) Every quarter of the financial year 


Answer: b) During the middle of the current 
financial year 


Explanation: BE and RE are generally prepared 
during the middle of the current financial year. 


Q129: What factors should be considered when 
preparing the library budget estimates? 


a) Only the past expenditure 

b) The impact of inflation, future needs, and past 
experience 

c) The number of new staff members 

d) The personal preferences of the librarian 
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Answer: b) The impact of inflation, future 
needs, and past experience 


Explanation: Budget estimates should consider 
the impact of inflation, future requirements, and 
past experiences, including previous expenditures 
and commitments. 


Q130: What is the purpose of the proforma 
used for a historical budget in academic 
libraries? 


a) To track the library's revenue sources 

b) To list the schedule of expenditure on pay and 
allowances, and other items 

c) To evaluate the performance of library staff 
d) To forecast future library trends 


Answer: b) To list the schedule of expenditure 
on pay and allowances, and other items 


Explanation: The proforma is used to list the 
schedule of expenditure on staff pay and 
allowances, as well as other budget items. 


Q131: Before finalizing the budget proposal, 
what must the head of the library do? 


a) Submit the proposal to the finance department 
b) Discuss the proposal with section or department 
heads 

c) Review only the salary expenditures 

d) Ignore past expenditure data 


Answer: b) Discuss the proposal with section or 
department heads 


Explanation: The head of the library must discuss 
the budget proposal with section or department 
heads before final consolidation. 


Q132: What should be taken into account while 
preparing the library budget regarding future 
expectations? 


a) Only past budget allocations 
b) The probable need for annual salary increases 
and new technological developments 
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c) The preferences of the library board 
d) The number of books purchased 


Answer: b) The probable need for annual 
salary increases and new technological 
developments 


Explanation: Future expectations should include 
probable salary increases and the impact of new 
technological developments on library operations. 


Q133: Which of the following is included in the 
schedule of expenditure on staff salaries? 


a) Contribution to the library building 
maintenance 

b) Basic pay on Ist April 

c) Purchase or repair of furniture 

d) Special collections 


Answer: b) Basic pay on Ist April 


Explanation: The schedule of expenditure on staff 
salaries includes details such as basic pay on Ist 
April. 


Q134: What does the schedule of expenditure 
on all items typically include? 


a) Only salaries and allowances 

b) Establishment, salaries, allowances, and other 
recurring and non-recurring expenditures 

c) Only book purchases and binding 

d) Only staff honorarium and interim relief 


Answer: b) Establishment, salaries, allowances, 
and other recurring and non-recurring 
expenditures 


Explanation: The schedule of expenditure on all 
items includes a variety of categories such as 
establishment, salaries, allowances, and both 
recurring and non-recurring expenditures. 


Q135: What is listed under the 'Schedule of 
expenditure on staff salaries'? 


a) Books and periodicals 

b) Contribution to GPF/CPF 

c) Contingency expenses 

d) Purchase or repair of furniture 
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Answer: b) Contribution to GPF/CPF 


Explanation: The 'Schedule of expenditure on 
staff salaries’ includes items like the contribution 
to GPF/CPF. 


Q136: Which of the following items is NOT 
typically included in the schedule of 
expenditure on all items? 


a) House rent rate and amount 

b) Maintenance of library building 
c) Equipment 

d) Contribution to GPF/CPF 


Answer: d) Contribution to GPF/CPF 


Explanation: Contribution to GPF/CPF is listed in 
the schedule of expenditure on staff salaries, not 
in the schedule of expenditure on all items. 


Q137: How should the budget reflect 
expenditures over time? 


a) It should only reflect the current year's 
estimated expenditures. 

b) It should show actual expenditure for the last 
year, revised estimates for the current year, and 
estimated expenditure for the next year. 

c) It should only show expenditures for the 
upcoming year. 

d) It should only reflect planned future 
expenditures. 


Answer: b) It should show actual expenditure 
for the last year, revised estimates for the 
current year, and estimated expenditure for the 
next year. 


Explanation: The budget provides a linkage 
between three years by including actual 
expenditure for the last year, revised estimates for 
the current year, and estimated expenditure for the 
next year. 


Q138: What types of expenditure are included 
under 'non-recurring expenditure’? 
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a) Salaries and allowances 


b) Binding and stationery 


c) Construction or expansion of library building 
and purchase or repair of furniture 
d) Postage and contingency 


Answer: c) Construction or expansion of 
library building and purchase or repair of 


furniture 


Explanation: Non-recurring expenditure includes 


items such as construction or expansion of the 
library building and purchase or repair of 


furniture. 


More info: 


Schedule of Expenditure on Staff Salaries 


12. Contribution to 


Provident or pension 


GPF/CPF Rate and fund contribution 
Amount 

13. Any Other Additional 
Honorarium Rate and | compensation or 
Amount honorarium 


14. Interim Relief 
Rate and Amount 


Temporary financial 
relief 


15. Total of Amount 
of Columns 5, 8 to 14 


Sum of various salary 
components 


Schedule of Expenditure on All Items 


Head 


Description 


Head 


Description 


1. Establishment 


Basic operational 
costs 


1. Serial Number 


Unique identifier for 
staff member 


2. Salaries 


Staff salaries 


2. Designation of 
Staff Member 


Job title or position 


3. Allowances 


Various allowances 


3. Pay Scale 


Salary grade or level 


4. Contribution to 


Employee benefits and 


4. Basic Pay on Ist 
April 


Base salary amount at 
the start of the fiscal 
year 


5. Total for Twelve 
Months 


Annual base salary 


Provident retirement fund 
Fund/Gratuity contributions 

5. Other Recurring Regular ongoing 
Expenditure expenses 

6. Binding Costs for binding 


books 


6. Date of Increment 


Date when salary 
increment is effective 


7. Stationery 


Office supplies 


8. Postage 


Mailing expenses 


7. Rate of Increment 


Percentage or amount 
of salary increase 


9. Contingency 


Unexpected expenses 


8. Total Amount of 


Increment amount for 


10. Books, Periodicals 
and Back Sets 


Acquisition of reading 
materials 


11. Other Non- 
Recurring Expenditure 


One-time or special 
expenses 


Increment the year (rate x 
months) 

9. Dearness Pay Rate | Additional pay for cost 

and Amount of living 


10. Dearness 
Allowance Rate and 
Amount 


Allowance for cost of 
living 


12. Construction or 
Expansion of Library 
Building 


Building or expansion 
costs 


13. Maintenance of 
Library Building 


Upkeep and repairs of 
library facilities 


11. House Rent Rate 
and Amount 


Housing allowance 


14. Purchase or Repair 
of Furniture 


Costs for furniture 
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15. Equipment Library equipment 


Temporary staff for 
specific purposes 


16. Employing 
Additional Staff 


17. Special Collections | Unique or special 
collections 


Source: IGNOU BLIE 226 books 


Q139: What should the budget document 
primarily be? 


a) A detailed report on staff performance 

b) An official document that is self-contained, 
self-explanatory, well-organized, and neatly 
presented 

c) A collection of historical expenditure records 
d) A list of potential future funding sources 


Answer: b) An official document that is self- 
contained, self-explanatory, well-organized, 
and neatly presented 


Explanation: The budget document should be 
self-contained, self-explanatory, well-organized, 
and neatly presented as it is circulated to several 
administrative and financial officials. 


Q140: Which of the following is NOT included 
in the format of contents of a budget document? 


a) Title page indicating the budget estimates for 
the year 

b) Executive summary 

c) Detailed job descriptions of library staff 

d) Budgetary estimates: a total view 


Answer: c) Detailed job descriptions of library 
staff 


Explanation: Detailed job descriptions of library 
staff are not included in the format of contents of 
a budget document. 


Q141: What should the 'Executive Summary' 
in the budget document include? 


a) Detailed breakdown of salaries and allowances 
b) A synopsis of the budget 
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c) Future perspectives 
d) Equipment and stationery costs 


Answer: b) A synopsis of the budget 


Explanation: The 'Executive Summary' provides a 
synopsis of the budget. 


Q142: What does Part I of the budget 
document typically cover? 


a) Budgetary estimates: a total view 

b) Estimates by items on separate page 

c) Goals and objectives of the library, activities, 
accomplishments of the previous year, anticipated 
activities, and future perspectives 

d) Contingencies and miscellaneous expenses 


Answer: c) Goals and objectives of the library, 
activities, accomplishments of the previous 
year, anticipated activities, and future 
perspectives 


Explanation: Part I covers the goals and 
objectives of the library, activities, 
accomplishments of the previous year, anticipated 
activities, and future perspectives. 


Q143: Which section of the budget document 
includes 'Books and journals'? 


a) Executive summary 
b) Part I 

c) Part II 

d) Title page 


Answer: c) Part II 


Explanation: "Books and journals' are included in 
the budgetary estimates in Part II of the budget 
document. 


Q144: What should the budget document's 
"Budget at a glance' section include? 


a) Detailed itemized list of expenditures 

b) Summary of anticipated activities and proposed 
targets 

c) A brief overview of the budget 

d) A list of past accomplishments 
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Answer: c) A brief overview of the budget 


Explanation: The 'Budget at a glance’ section 
provides a brief overview of the budget. 


Q145: What is a primary responsibility of the 
librarian in the budget preparation process? 


a) Reviewing financial records 

b) Consulting departmental heads and staff about 
costs 

c) Making final decisions on budget allocations 
without consultation 

d) Setting up a budget deadline for submission 


Answer: b) Consulting departmental heads and 
staff about costs 


Explanation: The librarian must consult 
departmental heads about book funds and library 
staff about personnel and administrative costs. 


Q146: Why is it important for the librarian to 
request sufficient funds in each head of the 
budget? 


a) To ensure a balanced budget 

b) To support a sound programme of library 
development 

c) To minimize the need for recruitment 

d) To simplify budget classification 


Answer: b) To support a sound programme of 
library development 


Explanation: Sufficient funds should be requested 
to support a sound programme of library 
development, considering various financial factors 
like income, inflation, and salary increases. 


Q147: What should the academic library 
budget represent according to the principles of 
budget making? 


a) A crisis operation to meet urgent current needs 
b) A reflection of library planning in terms of 
educational goals 

c) A document prepared without regard to future 
needs 

d) An estimate based solely on past expenditures 
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Answer: b) A reflection of library planning in 
terms of educational goals 


Explanation: The academic library budget should 
represent planning in terms of educational goals, 
not just a crisis operation to meet urgent needs. 


Q148: What aspect of the budget's execution 
should be reasonably flexible? 


a) The categorization of expenses 

b) The timing of budget submission 

c) The classification of budget categories 
d) The overall budget amount 


Answer: c) The classification of budget 
categories 


Explanation: The budget should be reasonably 
flexible in its execution, and the classification of 
budget categories should allow for easy checking 
of financial records. 


Q149: Why should the budget be prepared and 
submitted in time? 


a) To facilitate proper recruitment and ordering of 
materials 

b) To ensure financial records are kept accurate 

c) To accommodate last-minute changes in 
expenditure 

d) To meet administrative requirements 


Answer: a) To facilitate proper recruitment 
and ordering of materials 


Explanation: Preparing and submitting the budget 
in time facilitates proper recruitment of additional 
staff and ordering of materials. 


Q150: Which of the following factors should be 
anticipated when calculating expenditure for 
the library budget? 


a) The availability of public utilities 

b) Salary increases and insurance rates 
c) The number of library users 

d) The number of new library programs 
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Answer: b) Salary increases and insurance 
rates 


Explanation: The budget should anticipate factors 
like income, inflation rate, foreign exchange rates, 
salary increases, and insurance rates. 


Q151: What is the primary challenge in the 
process of encumbering funds in libraries? 


a) Ensuring timely supply of documents 

b) Managing overspending in all budget heads 

c) Handling uncertainties related to supplies and 
changing costs 

d) Automating the cancellation of unbilled orders 


Answer: c) Handling uncertainties related to 
supplies and changing costs 


Explanation: Encumbering funds is challenging 
due to uncertainties about supplies, changing 
prices, discounts, and handling charges. 


Q152: What does budgetary control primarily 
involve? 


a) Tracking actual expenditures only at the end of 
the financial year 

b) Comparing planned activities with actual 
accomplishments and adjusting as needed 

c) Making final decisions on budget allocations 
without further adjustments 

d) Conducting a post-mortem assessment of 
budget deviations 


Answer: b) Comparing planned activities with 
actual accomplishments and adjusting as 
needed 


Explanation: Budgetary control involves 
comparing what was planned with what was 
accomplished and making necessary adjustments. 


Q153: Why is continuously monitoring 
operations important in budgetary control? 


a) To confirm adherence to budgeted programmes 
after the financial year ends 

b) To adjust operations based on past performance 
c) To rectify deviations and manage resources 
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effectively throughout the budget period 
d) To prepare the budget once a year 


Answer: c) To rectify deviations and manage 
resources effectively throughout the budget 
period 


Explanation: Continuous monitoring helps 
identify deviations and manage resources 
effectively on an ongoing basis. 


Q154: What are the three basic steps in the 
budgetary control process? 


a) Establishing standards, comparing results with 
standards, and budgeting 

b) Establishing standards, preparing budgets, and 
reviewing performance 

c) Establishing standards, comparing results with 
standards, and taking corrective action 

d) Setting goals, developing budgets, and 
integrating them at higher levels 


Answer: c) Establishing standards, comparing 
results with standards, and taking corrective 
action 


Explanation: The basic steps are establishing 
standards, comparing results with these standards, 
and taking corrective action. 


Q155: How should operating statements be 
used in budgetary control? 


a) They should be prepared annually and reviewed 
only at the end of the year 

b) They should be part of the management 
information system (MIS) for regular performance 
tracking 

c) They should be used to adjust revenues without 
focusing on expenditures 

d) They should only report positive variances 
from the budget plan 


Answer: b) They should be part of the 
management information system (MIS) for 
regular performance tracking 
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Explanation: Operating statements should be part 
of the MIS to monitor and control performance 
against the budget plan. 


Q156: What does the 'management by 
exception' theory in budgetary control focus 
on? 


a) Providing detailed reports on all budget 
categories 

b) Focusing attention on adverse matters or 
unusual variances 

c) Preparing budgets for each department 
separately 

d) Reviewing only the budgeted revenues 


Answer: b) Focusing attention on adverse 
matters or unusual variances 


Explanation: 'Management by exception’ focuses 
on adverse matters or unusual variances, rather 
than all budget details. 


Q157: What is the primary purpose of a cash 
book in a library? 


a) To record daily cash transactions related to 
income and expenditure 

b) To manage the budget allocation for various 
library items 

c) To maintain records of non-cash transactions 
d) To track the overall financial performance of 
the library 


Answer: a) To record daily cash transactions 
related to income and expenditure 


Explanation: The cash book records daily cash 
transactions regarding income and expenditure. 


Q158: Why might some libraries not maintain 
a cash book? 


a) Because they do not have any cash transactions 
b) Because financial transactions are handled 
through the accounts or administrative office 
c) Because they prefer to use a ledger instead 
d) Because they only handle non-cash transactions 


SAKET SHARMA 


Answer: b) Because financial transactions are 
handled through the accounts or 
administrative office 


Explanation: In many libraries, financial 
transactions are managed through the accounts or 
administrative office, so a cash book may not be 
maintained. 


Q159: What is the main function of a ledger in 
library financial management? 


a) To record daily cash transactions 

b) To provide a detailed account of budget 
provisions and expenditures 

c) To track the number of library visitors 

d) To maintain records of library acquisitions 


Answer: b) To provide a detailed account of 
budget provisions and expenditures 


Explanation: A ledger records budget provisions 
and detailed expenditures on various items. 


Q160: What is the purpose of an allocation 
register in library financial management? 


a) To record daily cash transactions 

b) To maintain accounts for various expenditure 
heads and subjects 

c) To manage staff salaries and allowances 

d) To track library acquisitions and collections 


Answer: b) To maintain accounts for various 
expenditure heads and subjects 


Explanation: The allocation register helps in 
maintaining accounts for various expenditure 
heads and subjects. 


Q161: How do the purposes of a ledger and an 
allocation register compare? 


a) They are used for different types of financial 
records 

b) They serve the same purpose of tracking 
expenditures and balances 

c) They are both used to record daily cash 
transactions 
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d) They are used for non-financial records in the 
library 


Answer: b) They serve the same purpose of 
tracking expenditures and balances 


Explanation: Both the ledger and allocation 
register serve the purpose of tracking expenditures 
and balances, though they may be formatted 
differently. 


More info: 


Cashbook 


Receipts Expenditure 


Date | parti-| No. & | Head of | Amount |Date] Parti- | No. & | H¢4d of) amount 
culars| Date of | account | Rs. Ps. culars | Date of | 2°COUNT Ry ps, 
voucher} to be voucher | ' be 


credited credited 
Total Total 
Source: IGNOU BLIE 226 books 
Ledger Sample 
Name of the library : Year: 
Budget provision : Rs. Head: 
S.No. Name Bill Amount Amount Progres- No.of Subject  Signa- 
of No. & passed sive Books ture of 
vendor Date for total librarian 
payment 
1 = 3 4 5 6 e 8 9 


Source: IGNOU BLIE 226 books 


Allocation Register or Allotment Registers 
Sample 


Name of library: Year: 


Head of demand: Provision of amount allotted: Rs. 


S.No Name Bill Amount Amount Progres- Bal- No.of Sub- Sign Sign of 
of No.& passed sive ance books ject ofin librarian 
vendor date total charge 


Source: IGNOU BLIE 226 books 


Q163: What is the purpose of the monthly 
expenditure statement in library financial 
management? 
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a) To document equipment purchase and 
maintenance 

b) To show the latest position of the grant at the 
end of each month 

c) To record petty cash transactions 

d) To keep a detailed account of library staff 
salaries 


Answer: b) To show the latest position of the 
grant at the end of each month 


Explanation: The monthly expenditure statement 
helps track the current position of the grant at the 
end of each month. 


Q164: What information is typically included 
in a salary bill register? 


a) Details of petty cash usage 

b) Monthly expenditure summaries 

c) Salary and deductions of library staff 

d) Equipment purchase and maintenance records 


Answer: c) Salary and deductions of library 
staff 


Explanation: The salary bill register details the 
salaries and deductions of library staff, with 
entries made by the accounts section and leave 
records filled in by the librarian. 


Q165: How are petty cash accounts generally 
handled in libraries? 


a) By maintaining a separate account for fines and 
replacement monies 

b) By directly turning fines and replacement 
monies into petty cash or having the accounts 
office manage it 

c) By recording all petty cash transactions in a 
ledger 

d) By using fines and replacement monies as a 
revenue source for library operations 


Answer: b) By directly turning fines and 
replacement monies into petty cash or having 
the accounts office manage it 


Explanation: Petty cash accounts are handled by 
either turning fines and replacement monies 


BLIE 226 BLOCK 3 UNIT 12 BUDGET PREPARATION 


directly into petty cash or having the accounts 
office manage it. 


Q166: What should an equipment record or 
history card include? 


a) Monthly expenditure and grant status 

b) Serial number, date of purchase, and cost of 
major equipment 

c) Petty cash transactions and allocations 

d) Salary details and deductions of library staff 


Answer: b) Serial number, date of purchase, 
and cost of major equipment 


Explanation: An equipment record or history card 
includes details such as the serial number, date of 
purchase, and cost of major equipment to assist in 
purchasing, replacement, and inventory. 


Q167: What is the primary purpose of a 
financial audit in libraries? 


a) To track monthly expenditure 

b) To scrutinize financial transactions for 
irregularities and wasteful expenditures 
c) To manage petty cash accounts 

d) To record salary details and deductions 


Answer: b) To scrutinize financial transactions 
for irregularities and wasteful expenditures 


Explanation: Financial audits are conducted to 
scrutinize financial transactions to control 
irregularities, inappropriate spending, and 
wasteful expenditures. 


Q168: What is the difference between post- 
audit and pre-audit systems in libraries? 


a) Post-audit involves pre-payment checks, while 
pre-audit involves post-payment checks 

b) post-audit is conducted randomly after the 
financial year, while pre-audit involves prior 
verification of items before payment 

c) Post-audit requires detailed verification of 
every item, while pre-audit checks are random 

d) Post-audit is used by autonomous bodies, while 
pre-audit is used by government departments 
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Answer: b) Post-audit is conducted randomly 
after the financial year, while pre-audit 
involves prior verification of items before 
payment 


Explanation: Post-audit involves random checks 
after the financial year ends, whereas pre-audit 
involves prior verification of items before 
payment, reducing the responsibility of the 
drawing/disbursing officer. 


Q169: What type of audit system is typically 
followed by government departments and 
libraries? 


a) Pre-audit 

b) Random audit 

c) Post-audit 

d) Continuous audit 


Answer: c) Post-audit 


Explanation: Government departments and 
libraries typically follow a post-audit system 
where audits are conducted randomly after the 
financial year ends. 


Q170: In a pre-audit system, who is responsible 
for verifying the correctness of bills before 
payment? 


a) The drawing and disbursing officer 
b) The librarian 

c) The auditors 

d) The accounts section 


Answer: c) The auditors 


Explanation: In a pre-audit system, auditors verify 
the correctness of bills before they are passed for 
payment, thus reducing the responsibility of the 
drawing/disbursing officer. 


Q171: Which audit system simplifies the 
auditing process and reduces the responsibility 
of the librarian? 


a) Post-audit 
b) Continuous audit 
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c) Random audit 
d) Pre-audit 


Answer: d) Pre-audit 


Explanation: The pre-audit system simplifies the 
auditing process and reduces the librarian's 
responsibility as all necessary verifications are 
done by the audit section in advance. 
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Q1: What is the primary purpose of evaluating 
staff performance in an organization? 


a) To determine salary increments 

b) To assess the efficiency and productivity of the 
manpower force 

c) To identify training needs 

d) To monitor attendance and punctuality 


Answer: b) To assess the efficiency and 
productivity of the manpower force 


Explanation: Evaluating staff performance aims to 
measure the efficiency and productivity of the 
manpower force, helping in making necessary 
corrective actions. 


Q2: Which of the following is NOT listed as an 
aspect the HRM department should take action 
on? 


a) Training policies 

b) Job rotation 

c) Employee grievances 
d) Performance appraisal 


Answer: c) Employee grievances 


Explanation: The listed aspects for HRM action 
include performance appraisal, training policies, 
job rotation, etc., but employee grievances are not 
specifically mentioned in this context. 


Q3: What is a key component of a systematic 
performance appraisal system? 


a) Informal feedback sessions 

b) Periodic evaluation of job-related strengths and 
weaknesses 

c) Random checks of employee performance 

d) Self-assessment by employees 


Answer: b) Periodic evaluation of job-related 
strengths and weaknesses 


Explanation: A systematic performance appraisal 
system involves the periodic evaluation of job- 
related strengths and weaknesses to assess 
employee performance. 
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Q4: How should the performance appraisal 
yardsticks differ between top management and 
lower-level employees? 


a) They should be the same for all levels 

b) They should be more focused on general vision 
and strategic skills for top management 

c) They should only focus on technical skills for 
lower-level employees 

d) They should be more lenient for top 
management 


Answer: b) They should be more focused on 
general vision and strategic skills for top 
management 


Explanation: Performance appraisal yardsticks for 
top management should focus on general vision, 
strategic skills, and other high-level attributes, 
while those for lower-level employees focus more 
on technical and job-specific skills. 


Q5: What corrective actions can be 
implemented based on performance appraisal 
data? 


a) Issuing warnings 

b) Training, counseling, or coaching 

c) Reducing salaries 

d) Reassigning job roles without further review 


Answer: b) Training, counseling, or coaching 


Explanation: Corrective actions based on 
performance appraisal data may include training, 
counseling, or coaching to improve performance. 


Q6: Which aspect of performance appraisal is 
crucial for senior management? 


a) Daily task completion 

b) Technical skill proficiency 

c) Strategic vision and public relations 
d) Attendance and punctuality 


Answer: c) Strategic vision and public relations 


Explanation: For senior management, aspects 
such as strategic vision and public relations are 
crucial in performance appraisal. 
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Q7: What does role analysis in an organization 
focus on? 


a) Salary increments 

b) Optimum stress, linkages, and autonomy 
c) Recruitment strategies 

d) Performance reviews 


Answer: b) Optimum stress, linkages, and 
autonomy 


Explanation: Role analysis focuses on optimizing 
stress, establishing linkages, and providing 
autonomy to improve role performance within the 
organization. 


Q8: Why is role analysis important for 
handling difficult situations in an 
organization? 


a) It determines salary adjustments 

b) It helps in setting performance targets 

c) It ensures employees perform effectively within 
their roles 

d) It reduces the need for external training 


Answer: c) It ensures employees perform 
effectively within their roles 


Explanation: Role analysis is crucial for ensuring 
that employees handle difficult situations 
effectively and meet organizational expectations. 


Q9: What is the purpose of training policies in 
an organization? 


a) To improve office infrastructure 

b) To address staff deficiencies and provide 
development opportunities 

c) To regulate employee work hours 

d) To manage organizational budgets 


Answer: b) To address staff deficiencies and 
provide development opportunities 


Explanation: Training policies are designed to 
address staff deficiencies and provide 
development opportunities to enhance employees' 
skills and job satisfaction. 
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Q10: How can senior managers keep 
themselves updated with current trends? 


a) By attending internal meetings 

b) By participating in international conferences 
and e-conferences 

c) By reading organizational reports 

d) By delegating training responsibilities 


Answer: b) By participating in international 
conferences and e-conferences 


Explanation: Senior managers can stay updated 
with current trends by participating in 
international conferences and e-conferences 
relevant to their field. 


Q11: What is a key benefit of providing 
appropriate training to staff members? 


a) Increased employee turnover 

b) Improved morale and job satisfaction 

c) Reduced need for performance appraisals 
d) Decreased organizational expenses 


Answer: b) Improved morale and job 
satisfaction 


Explanation: Appropriate training helps in 
improving employee morale and job satisfaction 
by addressing deficiencies and enhancing their 
skills. 


Q12: What role does autonomy play in role 
analysis? 


a) It limits employee initiative 

b) It allows employees to take initiative and solve 
new problems 

c) It restricts job responsibilities 

d) It reduces training needs 


Answer: b) It allows employees to take 
initiative and solve new problems 


Explanation: Autonomy in role analysis allows 
employees to take initiative and solve new 
problems, contributing to their role effectiveness. 


Q13: What is one key benefit of having formal 
communication policies in an organization? 
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a) Increased employee turnover 

b) Prevention of conflicts and maintenance of 
discipline 

c) Decreased productivity 

d) Reduction in training needs 


Answer: b) Prevention of conflicts and 
maintenance of discipline 


Explanation: Formal communication policies help 
prevent conflicts and maintain discipline by 
providing structured communication channels 
within the organization. 


Q14: How do communication policies 
contribute to the health of an organization? 


a) By reducing the need for formal meetings 

b) By preventing reliance on grapevine and gossip 
c) By limiting employee interactions 

d) By decreasing the number of internal reports 


Answer: b) By preventing reliance on 
grapevine and gossip 


Explanation: Communication policies contribute 
to the organization's health by preventing reliance 
on grapevine and gossip, ensuring accurate and 
reliable information is shared. 


Q15: What is a common method used by 
organizations to keep employees informed 
about activities and progress? 


a) Informal meetings 

b) Newsletters, house journals, and news bulletins 
c) External social media posts 

d) Casual conversations 


Answer: b) Newsletters, house journals, and 
news bulletins 


Explanation: Organizations commonly use 
newsletters, house journals, and news bulletins to 
keep employees informed about activities and 
progress, fostering a well-informed workforce. 


Q16: What is the purpose of job rotation in an 
organization? 
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a) To reduce the number of job positions 

b) To enhance employee experience and skills 
across different areas 

c) To decrease employee engagement 

d) To standardize job responsibilities 


Answer: b) To enhance employee experience 
and skills across different areas 


Explanation: Job rotation aims to enhance 
employee experience and skills by allowing them 
to work in different areas and divisions, 
improving their overall job satisfaction and 
performance. 


Q17: What does a job enrichment program 
typically aim to achieve? 


a) Increase job complexity and provide more 
learning opportunities 

b) Simplify job responsibilities 

c) Limit employee interaction with different 
departments 

d) Focus solely on increasing salaries 


Answer: a) Increase job complexity and 
provide more learning opportunities 


Explanation: Job enrichment programs aim to 
increase job complexity and provide more 
learning opportunities, helping employees widen 
their skills and competences. 


Q18: What is a key outcome of effective job 
rotation and enrichment programs? 


a) Decreased job satisfaction 

b) Enhanced quality of work and increased 
employee motivation 

c) Reduced need for employee feedback 

d) Limited opportunities for skill development 


Answer: b) Enhanced quality of work and 
increased employee motivation 


Explanation: Effective job rotation and 
enrichment programs lead to enhanced quality of 
work and increased employee motivation by 
providing diverse experiences and skill 
development opportunities. 
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Q19: What is the core belief behind 
participative management? 


a) Employees should only follow directives from 
management 

b) People at all levels can develop a genuine 
interest in the success of the organization 

c) Decisions should be made solely by top 
management 

d) Employee input is irrelevant to organizational 
success 


Answer: b) People at all levels can develop a 
genuine interest in the success of the 
organization 


Explanation: Participative management is based 
on the belief that employees at all levels can 
develop a genuine interest in the success of the 
organization and contribute beyond their assigned 
duties. 


Q20: What does participative management 
encourage in terms of decision-making? 


a) Restricting decision-making to top management 
only 

b) Allowing employees to take part in decision- 
making 

c) Avoiding employee involvement in decisions 

d) Delegating all decisions to external consultants 


Answer: b) Allowing employees to take part in 
decision-making 


Explanation: Participative management 
encourages involving employees, either 
individually or in groups, in the decision-making 
process to achieve productive and efficient results. 


Q21: What is one potential benefit of 
participative management mentioned in the 
passage? 


a) Increased employee turnover 

b) Enhanced organizational productivity 
c) Decreased employee motivation 

d) Reduced need for employee training 
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Answer: b) Enhanced organizational 
productivity 


Explanation: Participative management is 
believed to lead to enhanced organizational 
productivity by engaging employees in decision- 
making and leveraging their contributions. 


Q22: How can awards and incentives impact 
employee performance? 


a) By reducing job satisfaction 

b) By discouraging exceptional performance 

c) By encouraging and maintaining high-quality 
performance 

d) By creating unhealthy competition among 
employees 


Answer: c) By encouraging and maintaining 
high-quality performance 


Explanation: Awards and incentives are used to 
encourage and maintain high-quality performance 
by recognizing and rewarding outstanding 
achievements. 


Q23: What should be carefully managed when 
implementing out-of-turn promotions as 
incentives? 


a) Employee feedback 

b) Training programs 

c) Relations between employees 
d) Office decor 


Answer: c) Relations between employees 


Explanation: Out-of-turn promotions should be 
carefully managed to avoid creating unhealthy 
relations among employees, ensuring that 
incentives do not negatively impact organizational 
harmony. 


Q24: Which factors influence the effectiveness 
of participative management and incentive 
programs? 


a) Management style and technology 
b) Employee age and education 
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c) Office location and working hours 
d) Organizational size and number of departments 


Answer: a) Management style and technology 


Explanation: Factors such as management style, 
environment, technology, and resource availability 
influence the effectiveness of participative 
management and incentive programs. 


Q25: What potential outcome is expected from 
successfully implementing participative 
management and incentive programs? 


a) Lower productivity and reduced growth 
b) Higher productivity, growth, and better 
organizational image 

c) Increased operational costs 

d) Decreased employee engagement 


Answer: b) Higher productivity, growth, and 
better organizational image 


Explanation: Successful implementation of 
participative management and incentive programs 
can lead to higher productivity, organizational 
growth, and a better image of the organization. 
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Q26: What is the primary goal of Human 
Resource Planning (HRP)? 


a) To maintain the current manpower without 
change 

b) To match human manpower forces to the 
strategic and operational needs of the organization 
c) To limit manpower resources to avoid 
overstaffing 

d) To focus solely on short-term organizational 
goals 


Answer: b) To match human manpower forces 
to the strategic and operational needs of the 
organization 


Explanation: HRP aims to align human manpower 
forces with the strategic and operational needs of 
the organization to achieve its goals and 
objectives. 


Q27: How does HRP ensure that human 
resources are aligned with the organization's 
culture? 


a) By recruiting employees from outside the 
organization only 

b) By finding individuals whose attitudes and 
behavior align with the organization's cultural 
philosophy 

c) By focusing exclusively on technical skills 
d) By maintaining the existing culture without 
change 


Answer: b) By finding individuals whose 
attitudes and behavior align with the 
organization's cultural philosophy 


Explanation: HRP emphasizes finding people 
whose attitudes, behavior, and mental state are in 
harmony with the organization’s cultural 
philosophy to meet set targets. 


Q28: What aspect of organizational change 
does HRP address? 


a) Maintaining the status quo 
b) Combatting radical changes and adapting to 
new competencies 
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c) Avoiding technological advancements 
d) Limiting growth and new cultural changes 


Answer: b) Combatting radical changes and 
adapting to new competencies 


Explanation: HRP is designed to address radical 
changes, including advancements in Information 
and Communication Technology, by adapting 
competencies required for future growth. 


Q29: What does effective HRP involve beyond 
maintaining the existing culture? 


a) Solely focusing on current manpower levels 
b) Introducing new cultural changes and 
reorienting to future requirements 

c) Limiting changes to existing cultural practices 
d) Avoiding new technological innovations 


Answer: b) Introducing new cultural changes 
and reorienting to future requirements 


Explanation: Effective HRP goes beyond 
maintaining the status quo and involves 
introducing new cultural changes and reorienting 
to meet future requirements. 


Q30: Why is it important for HRP to consider 
future competencies? 


a) To avoid technological disruptions 

b) To ensure substantial growth and adaptation to 
new developments 

c) To maintain current operational practices 

d) To restrict changes in organizational culture 


Answer: b) To ensure substantial growth and 
adaptation to new developments 


Explanation: Considering future competencies is 
crucial for ensuring substantial growth and 
adapting to new developments in the organization. 


Q31: How is intellectual capital primarily 
distributed within an organization? 


a) Equally across all levels of the organization 
b) Concentrated at the top management 

c) Focused only on lower management levels 
d) Spread randomly across all departments 
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Answer: b) Concentrated at the top 
management 


Explanation: Intellectual capital is concentrated at 
the top management, who are responsible for 
leading the organization towards achieving its 
goals. 


Q32: Where is human capital distributed in an 
organization? 


a) Only at the top management level 

b) Across all levels of the organization 
c) Only at lower management levels 

d) Exclusively within the administrative 
departments 


Answer: b) Across all levels of the organization 


Explanation: Human capital is distributed at all 
levels of the organization, though it is not 
necessarily rigid and quality, competence, and 
ability can come from any level. 


Q33: What is a common characteristic of top 
management executives in terms of intellectual 
capital? 


a) They have less experience and leadership 
qualities 

b) They are chosen for their brilliant academic 
records and professional experience 

c) They typically lack intangible attributes 

d) They are selected randomly without specific 
qualifications 


Answer: b) They are chosen for their brilliant 
academic records and professional experience 


Explanation: Top management executives are 
generally chosen for their exceptional academic 
and professional records, along with leadership 
qualities and intangible attributes. 


Q34: How does the distribution of intellectual 
and human capital impact organizational 
structure? 
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a) It makes the organizational structure rigid 

b) It ensures that quality, competence, and ability 
are available at all levels 

c) It limits the potential of lower management 
levels 

d) It restricts intellectual capital to only specific 
departments 


Answer: b) It ensures that quality, competence, 
and ability are available at all levels 


Explanation: The distribution of intellectual and 
human capital ensures that quality, competence, 
and ability are available throughout the 
organization, not just at the top management level. 


Q35: What distinguishes top management from 
lower management in terms of intellectual 
capital? 


a) Top management has fewer leadership qualities 
b) Lower management has greater academic and 
professional records 

c) Top management has more intangible attributes 
and leadership qualities 

d) Lower management is more strategically 
involved 


Answer: c) Top management has more 
intangible attributes and leadership qualities 


Explanation: Top management is distinguished by 
having greater intangible attributes and leadership 
qualities compared to those at lower management 
levels. 


Q36: Which of the following is NOT an element 
of personnel planning? 


a) Estimating manpower requirements 
quantitatively and qualitatively 

b) Developing strategic marketing plans 

c) Induction and deployment 

d) Performance assessment, counselling, and 
coaching 


Answer: b) Developing strategic marketing 
plans 


Explanation: Developing strategic marketing 
plans is not listed as an element of personnel 
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planning. The other options are part of personnel 
planning. 


Q37: What is a key consideration in the 
selection and recruitment process for top 
executive positions? 


a) General advertisements only 

b) Recommendations from experts and personal 
interviews 

c) Screening applications without interviews 

d) Relying solely on internal candidates 


Answer: b) Recommendations from experts 
and personal interviews 


Explanation: Top executive positions require 
special attention, including recommendations 
from experts and personal interviews, in addition 
to advertisements. 


Q38: What is the first step in the selection and 
recruitment process for middle and lower-level 
positions? 


a) Conducting personal interviews 

b) Obtaining sanctions for filling vacancies 
c) Issuing appointment orders 

d) Screening applications 


Answer: b) Obtaining sanctions for filling 
vacancies 


Explanation: The process begins with obtaining 
sanctions from the personnel department to ensure 
that the selection and recruitment process is given 
the right attention and speed. 


Q39: How are applications for middle and 
lower-level positions typically handled? 


a) Directly by the top executive without personnel 
department involvement 

b) Solely through internal promotions 

c) By the personnel department, including 
screening and interviews 

d) By external recruitment agencies only 
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Answer: c) By the personnel department, 
including screening and interviews 


Explanation: The personnel department usually 
handles the routine operations involved in 
selection and recruitment, including screening 
applications and conducting interviews. 


Q40: Why is the involvement of the top 
executive important in the recruitment 
process? 


a) To handle all administrative tasks 

b) To ensure the right candidates are selected for 
key positions 

c) To avoid the need for personnel department 
involvement 

d) To oversee marketing and public relations 


Answer: b) To ensure the right candidates are 
selected for key positions 


Explanation: The top executive’s involvement 
ensures that the right candidates are selected for 
key positions, safeguarding the interest of the top 
executive and ensuring success. 


More info: 


Selection and Recruitment 


Position Procedure 
Level 
Top - Advertise in newspapers and 
Position professional journals. 
- Invite recommendations from 
field experts. 
- Screen applications and 
recommendations. 


- Shortlist candidates for 
personal interviews. 

- Invite candidates for 
presentations of ideas. 

- Issue appointment orders to the 
selected candidate. 


Middle and | - Assess manpower 


Lower requirements. 

Level - Obtain sanctions for filling 

Positions vacancies from the personnel 
department. 


BLIE 226 BLOCK 4 UNIT 14 HRM 


- Advertise in appropriate 
newspapers and professional 
journals, detailing job 
descriptions, career prospects, 
salary structure, and benefits. 

- Determine job information 
needs. 

- Personnel department conducts 
routine operations, including 
screening applications, 
conducting written tests, and 
personal interviews. 

- Selection committee, including 
external experts, conducts 
interviews. 

- Top executive or head of the 
unit should initiate and oversee 
the process to ensure the right 
candidates are selected. 


Q41: What is the primary goal of a proper 
induction process for new recruits? 


a) To assign them to their tasks immediately 

b) To ensure they feel they have joined the right 
organization 

c) To provide them with an immediate salary 
increase 

d) To limit their interaction with other 
departments 


Answer: b) To ensure they feel they have joined 
the right organization 


Explanation: The induction process aims to make 
new recruits feel they have joined the right 
organization and integrate them effectively into 
the workplace. 


Q42: What does an orientation program 
typically include? 


a) Detailed technical training 

b) Introduction to senior members, organizational 
goals, and employee benefits 

c) Department-specific operational training 

d) Direct assignment of job responsibilities 
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Answer: b) Introduction to senior members, 
organizational goals, and employee benefits 


Explanation: An orientation program provides an 
introduction to the organization's goals, 
objectives, and employee benefits, as well as an 
introduction to senior members. 


Q43: Who is responsible for giving the new 
recruit an overview of the library and 
information unit? 


a) The personnel division 

b) The head of the library and information unit 
c) The department manager 

d) The HR department 


Answer: b) The head of the library and 
information unit 


Explanation: The head of the library and 
information unit is responsible for giving the new 
recruit a complete overview of the unit's 
operations and services. 


Q44: Why is it important for the head of the 
library or information unit to explain the job 
specifics? 


a) To speed up the recruitment process 

b) To ensure the recruit understands the practices 
and routines of the unit 

c) To finalize the recruit’s salary 

d) To avoid further training 


Answer: b) To ensure the recruit understands 
the practices and routines of the unit 


Explanation: Explaining job specifics helps the 
recruit understand the practices and routines of the 
library or information unit, facilitating smoother 
integration and better performance. 


Q45: What can be the consequence of 
neglecting the induction and deployment 
process? 


a) Increased salary for the new recruit 
b) Improved performance of the recruit 
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c) A sense of insecurity and fear in the recruit 
d) Faster completion of the recruitment process 


Answer: c) A sense of insecurity and fear in the 


recruit 


Explanation: Neglecting the induction and 
deployment process can lead to a sense of 
insecurity and fear in the new recruit, which may 
negatively affect their performance. 


More info: 


Induction and Deployment 


Step 


Orientation Program 


Description 


- Conducted by the 
personnel division. 

- Introduces candidates 
to senior members of 
other departments and 
their functions. 

- Covers organisational 
goals, discipline, 
employee benefits, 
salary schedules, 
healthcare, attendance, 
leave regulations, 
holidays, grievance 
procedures, and other 
relevant information. 


Induction to 
Library/Information 
Unit 


- Conducted by the 
head of the 
library/information 
unit. 

- Provides an overview 
of the unit's operations 
and services. 

- Introduces the new 
recruit to colleagues 
and the specific section 
where they will work. 
- Details job 
responsibilities, 
established practices, 
and routines. 


Q46: What is the primary purpose of 
orientation courses for new entrants? 
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a) To assign them specific tasks immediately 

b) To give them exposure and acclimatize them to 
the environment 

c) To evaluate their previous experience 

d) To provide them with immediate technical 
skills 


Answer: b) To give them exposure and 
acclimatize them to the environment 


Explanation: Orientation courses are designed to 
expose new entrants to the organizational 
environment and help them acclimate. 


Q47: What is the aim of in-service training 
programs? 


a) To provide theoretical knowledge 

b) To give junior personnel practical skills in a 
specific section 

c) To offer opportunities for higher-level 
management roles 

d) To conduct performance evaluations 


Answer: b) To give junior personnel practical 
skills in a specific section 


Explanation: In-service training programs are 
meant to provide junior personnel with practical 
skills in a particular area of work. 


Q48: What type of training is designed for 
middle-level technical staff to stay updated 
with current developments? 


a) Orientation courses 

b) Workshops on specific areas 

c) Short term courses 

d) Continuing education programs 


Answer: b) Workshops on specific areas 


Explanation: Workshops on specific areas are 
intended for middle-level technical staff to 
familiarize themselves with current developments 
in their field. 


Q49: What should be considered when 
planning a training program? 
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a) The number of people to be trained and the 
length of the program 

b) The number of training programs offered 
annually 

c) The financial budget without considering the 
training needs 

d) The quality and effectiveness of the training 
program 


Answer: d) The quality and effectiveness of the 
training program 


Explanation: When planning a training program, 
it is important to consider the quality and 
effectiveness of the program to ensure it meets the 
needs of the library and staff. 


Q50: Which aspect is NOT specifically 
mentioned as a consideration for planning 
training programs? 


a) Identification of training needs 

b) Assessment of internal and external training 
programs 

c) Evaluation of the organization's financial health 
d) Evaluation of candidates who have undergone 
training 


Answer: c) Evaluation of the organization's 
financial health 


Explanation: The passage does not specifically 
mention the evaluation of the organization's 
financial health as a consideration for planning 
training programs. 


More info: 


Training and Development 


Aspect Description 


Orientation - For new entrants. 

Courses - Provides exposure to the 
environment and introduction 
to other personnel. 


- For junior staff. 

- Offers practical skills and 
experience in specific 
sections. 


In-Service 
Training 
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Workshops 


Short-Term 
Courses 


Continuing 
Education 


- For middle-level technical 
staff. 

- Focuses on current 
developments in specific 
fields. 


- For any group. 

- Aims to update skills and 
knowledge with current 
trends. 


- For groups. 

- Keeps staff informed about 
advancements and trends in 
their work areas. 


Planning Training Programs: 


Need 
Identification 


Aspect Description 


- Determine areas of 
training and the number of 
people to be trained within 
a specified timeframe. 


Assessment of 


- Evaluate internal and 


Programs external training programs 
to find the best fit for the 
library and staff needs. 

Quality of - Ensure the training 

Training program meets high 


standards and effectively 
addresses the training 
needs. 


Evaluation of 


- Assess the effectiveness 


Candidates of the training and the 
application of new skills 
by the candidates. 

Comprehensive — - Address all areas of 

Consideration training needs including 


administration, financial, 
professional, and other 
relevant areas. 


Q51: What is the primary goal of performance 
assessment in an organization? 


a) To penalize employees for mistakes 
b) To evaluate employees’ job-related strengths 


and weaknesses 
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c) To determine employees’ salaries 
d) To set job descriptions 


Answer: b) To evaluate employees’ job-related 
strengths and weaknesses 


Explanation: Performance assessment aims to 
systematically evaluate employees' strengths and 
weaknesses related to their job roles. 


Q52: How does performance assessment help 
improve individual employee performance? 


a) By eliminating employees who underperform 
b) By providing awards, rewards, and incentives 
for best performance 

c) By reducing job responsibilities 

d) By avoiding performance reviews 


Answer: b) By providing awards, rewards, and 
incentives for best performance 


Explanation: Performance assessment helps 
improve performance by offering awards and 
incentives for high achievers and identifying those 
who need support to enhance their output. 


Q53: What is a key responsibility of a 
supervisor regarding employees with poor 
performance? 


a) Ignoring their performance issues 

b) Reprimanding them publicly 

c) Finding a suitable place for them and providing 
support for improvement 

d) Reducing their job roles permanently 


Answer: c) Finding a suitable place for them 
and providing support for improvement 


Explanation: Supervisors are responsible for 
finding suitable roles for underperforming 
employees and offering guidance or training to 
help them improve. 


Q54: How does communication contribute to 
staff development in an organization? 


a) By limiting interactions between staff 
b) By providing periodic performance reviews 
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only 

c) By supplementing and complementing staff 
development programs 

d) By enforcing rigid hierarchies 


Answer: c) By supplementing and 
complementing staff development programs 


Explanation: Effective communication 
complements staff development by keeping 
employees informed, fostering participation, and 
supporting professional growth. 


Q55: What role do periodic meetings play in 
organizational communication? 


a) They increase administrative overhead 

b) They ensure staff participation in planning and 
decision-making 

c) They limit interaction among employees 

d) They focus solely on administrative issues 


Answer: b) They ensure staff participation in 
planning and decision-making 


Explanation: Periodic meetings help staff 
participate in planning and decision-making, 
leading to better problem-solving and decision- 
making through collaboration. 


More info: 


In-House Communication 


Type Description 


Bulletins - Internal updates and 
information on various 
activities and progress of the 
organization. 


Newsletters | - Regular publications 
providing news, updates, and 
important information to 


employees. 
Annual - Comprehensive reports 
Reports detailing the organization's 


achievements, financial status, 
and activities over the year. 
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Periodical - Regularly scheduled reports 
Reports providing updates on specific 
areas or projects. 


Quality Circles (QC) 
Aspect Description 
Definition - Small groups of employees 


from various levels who meet 
regularly to discuss and 
improve quality and 
productivity. 


Composition - Employees of all positions 
and ranks work together 
without discrimination. 


Objective - To improve quality, 
productivity, and work 
processes through 


collaborative efforts. 


Management — - Encouraged by management 
Support to involve employees actively 
in organizational 
improvements. 


Q56: What should a design methodology for 
manpower planning focus on? 


a) Reducing costs of recruitment 

b) Increasing administrative tasks 

c) Keeping users and their information needs at 
the center 

d) Minimizing ICT use 


Answer: c) Keeping users and their 
information needs at the center 


Explanation: A design methodology for 
manpower planning should prioritize users and 
their information needs to ensure relevant and 
appropriate services. 


Q57: What is the first step in the proposed 
manpower planning methodology? 


a) Enhancing staff knowledge and skills through 
training 
b) Measuring quality products and services 
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c) Establishing result-oriented selection and 
recruitment procedures 
d) Evaluating results at periodic intervals 


Answer: c) Establishing result-oriented 
selection and recruitment procedures 


Explanation: The initial step involves setting up 
effective selection and recruitment procedures that 
are focused on achieving results. 


Q58: What is the purpose of inducting newly 
recruited staff appropriately? 


a) To reduce the number of new hires 

b) To familiarize them with the organization's 
environment and operations 

c) To delegate responsibilities immediately 
d) To avoid training requirements 


Answer: b) To familiarize them with the 
organization's environment and operations 


Explanation: Proper induction helps new staff 
understand the organization’s environment and 
their role, leading to better integration and 
performance. 


Q59: Why is it important to measure quality 
products and services in manpower planning? 


a) To compare performance with competitors 

b) To identify areas for improvement and ensure 
service effectiveness 

c) To reduce the number of services offered 

d) To cut down on training costs 


Answer: b) To identify areas for improvement 
and ensure service effectiveness 


Explanation: Measuring quality helps in 
identifying areas where improvements are needed 
and ensures that the services provided are 
effective. 


Q60: What is the purpose of evaluating results 
at periodic intervals in manpower planning? 


a) To increase the number of staff members 
b) To adjust strategies and improve performance 
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based on evaluation outcomes 
c) To reduce the frequency of staff meetings 
d) To maintain current operational procedures 


Answer: b) To adjust strategies and improve 
performance based on evaluation outcomes 


Explanation: Regular evaluation allows for 
adjustments in strategies to enhance performance 
and align with the organization’s goals. 
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Q61: According to Michael Armstrong, what is 
a major contribution of HRD to an 
organization? 


a) Reducing operational costs 

b) Successful attainment of the organization's 
objectives 

c) Increasing the number of stakeholders 

d) Limiting employee turnover 


Answer: b) Successful attainment of the 
organization's objectives 


Explanation: HRD is crucial for achieving 
organizational goals and benefiting all 
stakeholders. 


Q62: How should HRD plans and programs be 
aligned according to Armstrong's HRD 
Philosophy? 


a) They should focus solely on individual 
performance. 

b) They should be integrated with and support 
business and human resource strategies. 

c) They should be independent of organizational 
strategies. 

d) They should prioritize cost reduction. 


Answer: b) They should be integrated with and 
support business and human resource 
strategies 


Explanation: HRD plans must align with and 
support the broader business and human resource 
strategies to be effective. 


Q63: What does HRD aim to achieve according 
to Armstrong's HRD Philosophy? 


a) General improvements in employee satisfaction 
b) Specific improvements in corporate, functional, 
team, and individual performance 

c) Increased budget for training programs 

d) Enhanced administrative efficiency 


Answer: b) Specific improvements in 
corporate, functional, team, and individual 
performance 
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Explanation: HRD should be performance-related 
and aim to achieve specific improvements across 
various levels of the organization. 


Q64: According to Armstrong, what 
opportunity should everyone in the 
organization be given? 


a) A chance to lead teams 

b) The opportunity to learn and develop their 
skills and knowledge 

c) The opportunity to reduce their working hours 
d) The opportunity to choose their own projects 


Answer: b) The opportunity to learn and 
develop their skills and knowledge 


Explanation: Everyone should be encouraged and 
given the opportunity to maximize their learning 
and development. 


Q65: What does Armstrong’s HRD Philosophy 
say about personal development processes? 


a) They are unnecessary and should be avoided. 
b) They provide a framework for individual 
learning and total growth. 

c) They should be limited to senior management 
only. 

d) They focus only on technical skills. 


Answer: b) They provide a framework for 
individual learning and total growth 


Explanation: Personal development processes are 
essential for individual learning and overall 
growth. 


Q66: According to Armstrong, who has the 
prime responsibility for personal development? 


a) The organization 

b) The individual, with guidance and support from 
their manager 

c) External training providers 

d) HRD consultants 


Answer: b) The individual, with guidance and 
support from their manager 


BLIE 226 BLOCK 4 UNIT 14 HRM 


Explanation: While the organization provides 
learning opportunities, the primary responsibility 
for personal development lies with the individual, 
supported by their manager. 


Q67: What was the primary aim of the 
Hawthorne Studies conducted by Elton Mayo 
and his team? 


a) To determine the financial benefits of different 
working conditions 

b) To evaluate the attitudes and reactions of 
workers to their jobs and environment 

c) To develop new technology for industrial 
processes 

d) To assess the impact of training programs on 
productivity 


Answer: b) To evaluate the attitudes and 
reactions of workers to their jobs and 
environment 


Explanation: The Hawthorne Studies aimed to 
understand how changes in the work environment 
affected workers' attitudes and productivity. 


Q68: What was a significant finding of the 
Hawthorne Studies regarding workers' 
productivity? 


a) Productivity increased with improved physical 
working conditions 

b) Workers developed their own norms for fair 
output, which limited productivity 

c) Productivity was not influenced by 
psychological factors 

d) Improved lighting conditions had the most 
significant impact on productivity 


Answer: b) Workers developed their own 
norms for fair output, which limited 
productivity 


Explanation: The studies revealed that workers set 
their own norms for output, and those who 
exceeded the norm were pressured by their peers 
to conform. 
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Q69: According to the Hawthorne Studies, 
what impact does special attention from 
management have on employee output? 


a) It decreases output due to increased pressure 
b) It has no impact on output 

c) It increases output regardless of changes in 
working conditions 

d) It only affects employees in lower-level 
positions 


Answer: c) It increases output regardless of 
changes in working conditions 


Explanation: The studies showed that employees' 
output tends to increase when they receive special 
attention from management, even if working 
conditions remain unchanged. 


Q70: What did the Hawthorne Studies reveal 
about the role of informal groups in the 
workplace? 


a) Informal groups were considered a threat to 
management 

b) Informal groups had no impact on 
organizational goals 

c) Informal groups could be a positive force 
helping management achieve goals 

d) Informal groups were irrelevant to worker 
satisfaction 


Answer: c) Informal groups could be a positive 
force helping management achieve goals 


Explanation: The studies demonstrated that 

informal groups could contribute positively to 
achieving organizational goals by providing a 
sense of belonging and support to employees. 


Q71: What is the 'Hawthorne effect' as 
identified by the studies? 


a) Increased productivity due to physical changes 
in the work environment 

b) Increased productivity due to psychological 
attention and perceived interest from management 
c) Decreased productivity from increased 
surveillance 
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d) Increased employee turnover due to 
dissatisfaction with management 


Answer: b) Increased productivity due to 
psychological attention and perceived interest 
from management 


Explanation: The 'Hawthorne effect' refers to the 
phenomenon where employees' productivity 
improves simply because they are receiving 
attention and are being observed by management. 


Q72: How did the Hawthorne Studies influence 
management practices beyond industrial 
settings? 


a) They emphasized the importance of financial 
incentives over psychological factors 

b) They highlighted the significance of 
interpersonal and social factors in productivity 

c) They focused solely on physical working 
conditions 

d) They minimized the role of informal groups in 
organizational success 


Answer: b) They highlighted the significance of 
interpersonal and social factors in productivity 


Explanation: The studies extended their influence 
by showing that interpersonal and social factors, 
rather than just physical conditions, significantly 
impact productivity and employee satisfaction. 


More info 


Hawthorne Studies 


Aspect Description 


Researchers Elton Mayo and his team 


Objective To determine the impact of 
working conditions on 


productivity and efficiency. 


Experimental = - Test Groups: Changes 
Groups made in lighting, rest periods, 
and working hours. 


- Control Groups: No 
changes made. 
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Findings - Workers developed informal 
norms of fair output which 


influenced their performance. 


- Psychological needs 
significantly impact group 
performance. 


- Special attention to 
employees can increase 
output, regardless of actual 
changes in working 
conditions (Hawthorne 
effect). 


Lessons 
Learned 


- Employees respond 
positively to improvements in 
their work environment. 


- Allowing employees to 
participate in decisions 
affecting their work enhances 
job satisfaction. 


- Informal groups can be a 
positive force and should be 
recognized as such by 
management. 


- Employee satisfaction and 
sense of belonging are crucial 
for productivity. 


- Demonstrated the 
importance of the human side 
of organizational 
management. 


Significance 


- Influenced management 
practices beyond industrial 
settings. 


Q73: What is the primary assumption of 
McGregor's Theory X about employees? 


a) Employees are self-motivated and seek 
personal growth 

b) Employees prefer to avoid work and need to be 
controlled and directed 

c) Employees are highly innovative and creative 
d) Employees are inherently satisfied with their 
work conditions 
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Answer: b) Employees prefer to avoid work 
and need to be controlled and directed 


Explanation: Theory X assumes that employees 
have a negative view of work and require strict 
supervision and control to be productive. 


Q74: How does McGregor's Theory Y differ 
from Theory X? 


a) Theory Y assumes employees dislike work and 
need strict supervision 

b) Theory Y assumes employees are self- 
motivated and capable of self-direction 

c) Theory Y focuses on the use of financial 
incentives to control employees 

d) Theory Y is based on the belief that employees 
are inherently lazy 


Answer: b) Theory Y assumes employees are 
self-motivated and capable of self-direction 


Explanation: Theory Y presents a more positive 
view, suggesting that employees are self- 
motivated and can contribute to organizational 
goals if provided with the right environment. 


Q75: According to McGregor's Theory Y, what 
is the role of management? 


a) To enforce strict rules and monitor every aspect 
of employees' work 

b) To create an environment that fosters employee 
growth and self-motivation 

c) To provide financial rewards as the primary 
incentive for performance 

d) To limit employee autonomy and maintain 
control over their tasks 


Answer: b) To create an environment that 
fosters employee growth and self-motivation 


Explanation: Theory Y emphasizes that 
management should create an environment that 
allows employees to grow and be self-motivated. 


Q76: What is the focus of Maslow's Hierarchy 
of Needs? 
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a) The need for financial incentives to motivate 
employees 

b) The satisfaction of physiological needs as the 
highest priority 

c) The sequence and hierarchy of human needs 
from basic to advanced levels 

d) The immediate fulfillment of all needs to 
ensure employee productivity 


Answer: c) The sequence and hierarchy of 
human needs from basic to advanced levels 


Explanation: Maslow's theory is based on the idea 
that human needs are arranged in a hierarchy, with 
more basic needs needing to be satisfied before 
higher-level needs become motivating. 


Q77: What is the correct order of needs in 
Maslow's Hierarchy, from the most basic to the 
highest level? 


a) Safety needs, Social needs, Physiological 
needs, Esteem needs, Self-actualization needs 

b) Physiological needs, Safety needs, Social 
needs, Esteem needs, Self-actualization needs 

c) Self-actualization needs, Esteem needs, Social 
needs, Safety needs, Physiological needs 

d) Social needs, Esteem needs, Physiological 
needs, Safety needs, Self-actualization needs 


Answer: b) Physiological needs, Safety needs, 
Social needs, Esteem needs, Self-actualization 
needs 


Explanation: Maslow's hierarchy is organized 
from the most fundamental physiological needs to 
the higher-level needs of self-actualization. 


Q78: According to Maslow’s theory, which 
need becomes a primary motivator once 
physiological and safety needs are met? 


a) Self-actualization needs 
b) Esteem needs 

c) Social needs 

d) Safety needs 


Answer: c) Social needs 
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Explanation: After physiological and safety needs 
are satisfied, social needs such as belonging and 
relationships become primary motivators. 


Q79: What does the term "self-actualization" 
refer to in Maslow's Hierarchy of Needs? 


a) The need for basic survival and physical well- 
being 

b) The need for safety, security, and stability 

c) The need for recognition, respect, and personal 
achievement 

d) The need for personal growth and realizing 
one's full potential 


Answer: d) The need for personal growth and 
realizing one's full potential 


Explanation: Self-actualization represents the 
highest level of Maslow's hierarchy, focusing on 
personal growth and achieving one's full potential. 


More info 
McGregor’s Theory X and Theory Y 


Aspect Description 


Theory X _ - Pessimistic view of human 
nature. 


- Assumes that employees are 
inherently unmotivated and 
require strict supervision and 
control. 


- Believes that employees' goals 
are often in conflict with 
organizational goals. 


Theory Y _—_ - Optimistic view of human 


nature. 


- Assumes that employees are 
motivated, capable of self- 
direction, and can grow and 
develop. 


- Emphasizes the role of 
management in creating a 
conducive environment for 
positive employee development. 
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- Theory Y suggests that 
employees can be self-motivated 
and mature if provided with the 
right environment. 


Acceptance | - Theory Y gained wider 
acceptance over time, despite 
initial resistance. 


Maslow’s Hierarchy of Needs 


Aspect Description 


Theory - Human needs are arranged in 
a hierarchy and must be 
satisfied in a specific sequence. 


Levels of 1. Physiological Needs: Basic 
Needs needs like food, water, and 
shelter. 


2. Safety Needs: Security, 
safety, and stability. 


3. Social Needs: 
Belongingness, love, and social 
interactions. 


4. Esteem Needs: Self-esteem, 
respect, and recognition. 


5. Self-Actualization Needs: 
Personal growth and self- 
fulfillment. 


- Satisfied needs do not 
motivate; unsatisfied needs do. 


Key Points 


- Employees continuously 
strive to fulfill higher-level 
needs as lower-level needs are 
satisfied. 


- Managers should understand 
an employee's position in the 
hierarchy to provide effective 
motivation and support. 


Armstrong’s = - Maslow’s theory helps 

View managers understand 
motivation, although it has 
limitations. 
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- Need satisfaction is an 
ongoing challenge for 
organizations. 


Q80: What is a key aspect commonly found in 
most definitions of leadership? 


a) Technical expertise and managerial skills 

b) Influence, vision, mission, and goals 

c) Strict adherence to rules and procedures 

d) Financial management and resource allocation 


Answer: b) Influence, vision, mission, and goals 


Explanation: Leadership definitions typically 
emphasize qualities such as influence, vision, 
mission, and goal-setting. 


Q81: According to the text, what is one 
important characteristic of an effective leader? 


a) High financial expertise 

b) Ability to delegate all responsibilities 
c) Human relations skills and the ability to 
motivate 

d) Strict adherence to formal authority 


Answer: c) Human relations skills and the 
ability to motivate 


Explanation: Effective leaders are noted for their 
human relations skills and their ability to motivate 
others. 


Q82: How should a leader ideally make 
decisions according to democratic principles? 


a) By making unilateral decisions without 
consulting subordinates 

b) By always following the majority opinion 
without consideration 

c) By inviting suggestions, discussing, and 
consulting with subordinates 

d) By avoiding decisions and delegating them to 
others 


Answer: c) By inviting suggestions, discussing, 
and consulting with subordinates 
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Explanation: A democratic leader involves 
subordinates in decision-making through 
discussion and consultation. 


Q83: What distinguishes a leader from a 
manager in an organization? 


a) Leaders are appointed to formal positions of 
authority 

b) Managers are expected to have a high level of 
technical expertise 

c) Leaders do not hold formal positions and are 
not formally appointed 

d) Leaders and managers have identical roles and 
responsibilities 


Answer: c) Leaders do not hold formal 
positions and are not formally appointed 


Explanation: Unlike managers, leaders are not 
appointed to formal positions but are recognized 
through their influence and capabilities. 


Q84: Where can leadership be found within an 
organization, according to the text? 


a) Only at the top management level 

b) Exclusively in the middle management level 
c) At all levels, including middle and lower levels 
d) Only in external advisory roles 


Answer: c) At all levels, including middle and 
lower levels 


Explanation: Leadership is not confined to top 
management and can also be found at middle and 
lower levels of an organization. 


Q85: What is an important role of leaders in 
managing interpersonal differences? 


a) Enforcing rigid formal systems 

b) Creating a reactive organizational environment 
c) Mediating and simplifying formal systems 

d) Avoiding involvement in personal disputes 


Answer: c) Mediating and simplifying formal 
systems 
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Explanation: Leaders play a crucial role in 
mediating interpersonal differences and 
simplifying formal systems to foster a more open 
organizational environment. 


Q86: What additional quality is emphasized for 
leaders beyond intellectual and skill-based 
contributions? 


a) Ability to perform financial audits 

b) Capacity to acquire technical certifications 

c) Greater human qualities and interpersonal skills 
d) Strict adherence to organizational hierarchy 


Answer: c) Greater human qualities and 
interpersonal skills 


Explanation: Leaders are expected to have strong 
human qualities and interpersonal skills in 
addition to their intellectual and technical 
contributions. 


Q87: What are common forms of written 
communication in organizations? 


a) Face-to-face meetings 

b) Telephone conversations 

c) Memos, office orders, and newsletters 
d) Seminars and workshops 


Answer: c) Memos, office orders, and 
newsletters 


Explanation: Written communication includes 
memos, office orders, instructions, and 
publications like newsletters and bulletins. 


Q88: How does Participative Management 
(PM) benefit staff morale? 


a) By increasing managerial control over 
decisions 

b) By reducing staff involvement in decision- 
making 

c) By involving staff in decision-making and 
setting their own objectives 

d) By limiting delegation and reducing decision- 
making authority 


Answer: c) By involving staff in decision- 
making and setting their own objectives 
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Explanation: PM benefits staff morale by 
involving employees in decision-making and goal- 
setting, which contributes to higher morale and 
job satisfaction. 


Q89: What is a key advantage of Participative 
Management (PM) in terms of productivity? 


a) Reduced need for employee input 

b) Increased time spent on executive decisions 
c) Enhanced use of staff talents, ideas, and skills 
d) Decreased motivation and working conditions 


Answer: c) Enhanced use of staff talents, ideas, 
and skills 


Explanation: PM improves productivity by 
tapping into the talents, ideas, and skills of 
employees, leading to better working conditions 
and motivation. 


Q90: What is a potential disadvantage of 
Participative Management (PM) related to 
decision-making? 


a) Faster decision-making processes 
b) Higher costs in terms of staff time 
c) Increased acceptance of decisions 
d) Improved quality of group decisions 


Answer: b) Higher costs in terms of staff time 


Explanation: PM can be costly due to the time 
required for group decision-making, as it often 
involves multiple participants and extended 
discussions. 


Q91: How can group decision-making 
negatively impact decision quality in 
Participative Management (PM)? 


a) By ensuring that decisions are always accepted 

b) By involving individuals with diverse expertise 
c) By allowing dominant personalities to influence 
decisions 

d) By increasing overall group morale 


Answer: c) By allowing dominant personalities 
to influence decisions 
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Explanation: The presence of dominant 
personalities or superiors in group decision- 
making can affect the quality of decisions and 
impact group morale negatively. 


Q92: What factor is crucial for successful 
implementation of decisions made through 
Participative Management (PM)? 


a) Limiting staff involvement in decision-making 
b) Avoiding the use of group decision-making 

c) Efficiently managing the transition from 
decision to implementation 

d) Reducing the time spent on decision-making 
processes 


Answer: c) Efficiently managing the transition 
from decision to implementation 


Explanation: Effective implementation of 
decisions requires careful management of the 
transition from decision-making to execution to 
avoid stalling activities. 


More info. 


The figure given below illustrates the forms of communication 


Forms of Communication 


Informal 


Upward Downward Horizontal Oral 


Fig.15.1: Forms of Communication 


Source: IGNOU BLIE 226 book 


Advantages of Participative Management (PM) 


Aspect Description 


High - Involves staff in decision- 

Productivity | making, leading to better 
working conditions, 
motivation, and timely results. 


- Engages talents, ideas, and 
skills of individuals who 
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might not otherwise 
contribute. 


- Promotes higher quality 
decisions due to diverse 
expertise within the group. 


Superior 


Quality 


- Decisions are more effective 
when the group has varied 
areas of expertise. 


Wider - Group decisions are 
Acceptability generally more accepted by 
members. 


- Helps in resolving 
differences among group 
members, making decisions 
more acceptable to all. 


Disadvantages of Participative Management 
(PM) 


Aspect Description 
Implementation —_- Tough decisions may stall 
Challenges as they move from one 
committee to another, 
delaying implementation. 
Time - Group decision-making 
Consumption can be time-consuming 
and expensive in terms of 
staff time. 
- Full cost includes 
decision-making time 
multiplied by the number 
of participants. 
Lower Quality - Quality may suffer if 
Decisions dominant personalities or 


superiors influence 
decisions. 


- Can lower group morale 
and motivation if 
participants feel their input 
is not valued. 


